
CLASS TITLE: ASSOCIATE DIRECTOR INDUSTRIES
(CORRECTIONS)

Class Code: 02436200
Pay Grade: 37A

EO: A

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES:  To be responsible for the planning, supervision, control and
direction of the Correctional Industries Program at the Adult Correctional Institutions: and to do related
work as required.

SUPERVISION RECEIVED:  Works under the general direction of the Assistant Director of Adult
Services (Department of Corrections) with wide latitude for the exercise of independent judgement and
initiative; work is appraised by results accomplished and is usually carried to completion independently,
though subject to occasional review.

SUPERVISION EXERCISED:  Plans, supervises and directs the work of a subordinate staff assigned to
assist in the Correctional Industries Program.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To be responsible for the planning, supervision, control and direction of the Correctional Industries
Program at the Adult Correctional Institutions including: technical personnel; office staff; production
control; fiscal control; payroll; purchasing; warehousing; inventory; maintenance; and other related
industries operations.

To be responsible for the preparation of the annual budget for the Correctional Industries Program and
to be responsible for its day-to-day execution and control.

To formulate and present to the Assistant Director of Adult Services plans and options for expansion
of existing shops and/or creation of new shops.

To consult with administrators of various departments to determine the availability of funds (and to
apply for such funds) that will provide assistance for the operation of new or existing industries.

To direct a subordinate staff in areas concerning policies, plans, objectives, rules and regulations of
the Correctional Industries Fund and union, inmate and security problems.

To recognize and deal with personal, emotional and adjustment problems of inmates under varying
conditions.

To organize and develop a sales and bill collection plan for industries goods and collection of monies.
To research and prepare grants for sources of funding for new programs.
To prepare regular and special reports, as required, to insure efficient and economical operation of the

Correctional Industries Program.
To be responsible for the work the work of an office clerical staff including the maintenance of

purchasing records, sales records, sales records, internal job order tickets, inventory control records,
personnel and payroll records, and other related records as may be required.

To be responsible for public relations work relative to the Correctional Industries Program that
includes the promoting, soliciting and selling of various products and services. 

To do related work as required.



REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES:  A thorough knowledge of the principles, practices
and procedures of industries management and the ability to apply such knowledge in the direct
supervision and control of the Correctional Industries Program; a thorough knowledge of budgetary,
manufacturing and sales techniques and the ability to apply such knowledge in preparation and execution
of an Industries Budget and in the formulation of sound manufacturing and sales procedures; the ability to
develop and administer plans and procedures toward the improvement of the Correctional Industries
Program; the ability to interpret and explain institutional policies, plans, objectives and rules and
regulations,  both of a industrial and security nature, to subordinate personnel; the ability to establish and
maintain effective working relationships with superiors, associates and other public and private agencies;
and related capacities and abilities. 

EDUCATION AND EXPERIENCE:

Education:  Such as may have been gained through:  graduation from college of recognized standing with
specialization in Business Administration; and
Experience:  Such as may have been gained through:  employment in a supervisory capacity in a public
agency or private industry involving the  operation and direction of various business management
services and activities.
Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience.
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