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   Class Specification 
   for the Class: 
 
    

BUSINESS REGISTRATION ASSISTANT 
 

Duties Summary: 

 Examines and accepts or rejects applications and related documents for 
registration of domestic profit and nonprofit corporations, foreign corporations, renewal 
of mutual funds, applications of securities salesmen, and/or dealers, trade names, 
trademarks, prints and labels, general and limited partnerships, and foreign general and 
limited partnerships; assists and advises applicants on legal requirements in the 
preparation of applications, documents, and exhibits; and performs other duties as 
required. 

Distinguishing Characteristics: 

 This class reflects responsibility for independently performing the complete 
examination and accepting or rejecting the application and required legal documents 
and exhibits for registration of domestic profit and nonprofit corporations, foreign 
corporations, renewals of mutual funds, securities dealers and salesmen, trademarks, 
trade names, prints and labels, domestic general and limited partnerships, and foreign 
general and limited partnerships.  This includes but is not limited to petitions for 
nonprofit corporation charter, articles and affidavit of incorporation, increases and 
decreases of capital, amendments and resolutions, mergers and consolidations, 
dissolutions and cancellations, and foreign corporation declarations and withdrawals. 

 Positions in this class are responsible for independently assisting and advising 
applicants, including officials and legal personnel representing business organizations 
and individuals, on the legal requirements in the preparation of applications and 
required legal documents and exhibits, and for replying to inquiries orally and by 
correspondence concerning statutory requirements of business registration, including 
the latest changes in laws, rules and regulations. 

 Incumbents are responsible for determining when the supervisor should be 
consulted for substantive problems and for keeping the supervisor informed. 

Examples of Duties: 

 Examines, accepts or rejects for registration various applications, petitions, 
documents, and exhibits for profit and nonprofit corporations, general and limited 
partnerships, renewal of mutual funds, trade names, trademarks, prints and labels; 
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reviews documents such as articles and affidavits of incorporation, increases and 
decreases of capital, amendments and resolutions, mergers and consolidations, 
dissolutions and cancellations, foreign corporation withdrawals and declarations, 
applications for reservation of corporate names, applications and renewals of securities 
salesmen and/or dealers, partnership registration and dissolution statements, change of 
names and death statements; assists and advises applicants, orally and by 
correspondence, in the preparation of applications, the legal requirements of documents 
and exhibits; writes replies to information requested by applicants concerning laws, 
rules and regulations for corporation registration; composes and prepares various 
certificates such as compliance of corporation and partnerships, certificates of 
documents, registration of trademarks, trade names, prints and labels; computes fees 
and penalties; conducts and grades qualifying examinations for securities salesmen, 
makes arrangements for neighbor island examinations; compiles and reports statistical 
data; may supervise lower grade employees. 

Knowledge and Abilities Required: 

 Knowledge of:  Laws, rules and regulations relatives to the registration of 
corporations, partnerships, trade names, trademarks, prints and labels, securities 
salesmen and dealers; and other business registration requirements as well as sales of 
securities in the State; standard office practices and procedures; government 
correspondence. 

 Ability to:  Understand and apply effectively the various laws, rules and 
regulations, procedures to determine acceptability of applications, documents, and 
exhibits pertaining to the registration of corporations, partnerships, trade names, 
trademarks, prints and labels, securities salesmen and dealers; carry out oral and 
written instructions; meet and deal effectively with legal personnel and other 
representatives of private firms; express ideas clearly, orally and in writing; keep office 
records. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 This is the first specification for the new class BUSINESS REGISTRATION 
ASSISTANT. 

 

DATE APPROVED: 2/15/73  /s/  David Trask, Jr. 
  for  JAMES H. TAKUSHI 

Director of Personnel Services 
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