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STATE OF  
INDIANA 

CLASSIFICATION 
SPECIFICATION 

Class Title:  
Assistant Superintendent Corrections E6 

Class Code: 
00EKI6 

FLSA Status:  
Exempt 

Salary Schedule: 
ESM 6 

Effective Date: 
10-6-14 

Summary 
Incumbent is responsible for assisting the appointing authority in the 
supervision and organization of a state correctional facility. 

 
Duties: 

• Directs the formulation and implementation of policy rules and regulations for the offender 
population; 

• Incumbent formulates operating, security and/or program functions for a correctional  facility;  
• Interprets and implements the policies of the Department of Corrections (DOC);  
• Supervises a large staff in maintaining and enforcing, disciplinary, safety, security and custodial 

measures; 
• Assists the Superintendent in administering all phases of the facilities’ custodial program; 

Coordinates activities with the National Guard, State Police and other law enforcement agencies 
on security matters of institution; 

• Participates in developing, establishing and implementing facility policies, procedures and 
objectives; 

• Formulates operating procedures for areas of assignment and recommends operational or 
program improvements to superintendent; 

• Participates in the selection and training of staff and evaluates staff performance; 
• Confers with offenders families on such things as programs and discipline; 
• Assists in the facility budget preparation; 
• Speaks to groups regarding the various facility programs; 
• Conducts hearings, and takes appropriate disciplinary action;            
• Coordinates activities of the Conduct Adjustment Board; 
• Performs related duties as required.  

 
Job Requirements:   

• Thorough knowledge custodial practices and operations, or extensive knowledge of program and 
clinical services at a large state correctional facility; 

• Thorough knowledge of the total operation and procedures of a large state correctional facility; 
• Extensive knowledge of the laws, regulations and court decisions affecting the Department of 

Corrections; 
• Advanced knowledge of methods and operations used in treatment, rehabilitation and re-

socialization; 
• Advanced knowledge of principles of public administration and ability to supervise, plan, organize 

and coordinate the programs and activities of large facility staff; 
• Ability to cope with unexpected and the unforeseen difficulties that periodically arise in a large 

correctional institution; 
• Ability to enforce disciplinary, safety, security and custodial measures; 
• Effectively communicate, both orally and in writing. 

 
Difficulty of Work:  
Incumbent uses judgment in developing facility procedures to implement department policies. Incumbent 
works within the Department of Correction rules and regulations, correctional related laws and court 
decisions, the policies of the Department of Correction and institutional policies. Few guidelines exist as 
incumbent supervises and manages either a staff of many different disciplines, or the large custody staff. 
Work is very complex, involving constantly changing variables in either determining the kind of extent of 
programs, or in supervising the custody staff and insuring accountability of the total offender  population 
at one time. The complexity of the work is increased because of the large number and type of offenders 
housed in the facility. 
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Responsibility:   
Incumbent works independently and reports to the Superintendent to receive general instructions and 
policy directions. Incumbent has the authority to decide extent and content of programs, or how the 
security of the institution will be kept, including correctional officer posts and all offender movement. The 
Superintendent is out quite often due to public demands such as news media and community groups, and 
community officials. Therefore, the management of the institution falls on the incumbent, which requires 
extensive judgment and decision-making. 
 
Personal Work Relationships:   
Incumbent has contact with administrative, program and custody staff for the purpose of coordinating and 
managing the activities of the institution. This involves a great deal of tactfulness and persuasion. 
Incumbent has contact with offenders for the general purpose of providing custody care. Direct contact 
with offenders occurs through inspections or personal counseling. Incumbent is continuously subject to 
injury or loss of life due to possible offender riot or agitation. 
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