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   Class Specification 
   for the Class: 
 

BUSINESS REGISTRATION SUPERVISOR 
(BUSINESS REGISTRATION SUPVR) 

 
 
Duties Summary: 

 Supervises the staff of a unit engaged in the examination and acceptance or 
rejection of business registration documents, and corporate and partnership documents; 
assists and advises applicants on legal requirements in the preparation of applications, 
documents, and exhibits; reviews and accepts applications for registration as securities 
dealers and constructs or revises examination for securities sales people; and performs 
other duties as required. 

Distinguishing Characteristics: 

 This class reflects responsibility for supervising a staff performing the complete 
examination and accepting or rejecting of applications and related documents for all 
business registration activities including registration of domestic profit and nonprofit 
corporations, foreign corporations, applications of securities sales people and dealers, 
trade names, trademarks, prints and labels, domestic general and limited partnerships 
and foreign general and limited partnerships.  Work direction, training and instruction 
are provided to subordinates, and a position in this class also interviews applicants for 
vacancies and recommends selection and evaluates employees' work performance and 
drafts or revises forms, procedures, informational materials and prepares unit work 
reports.  The work of a position in this class also includes assisting and advising 
applicants in the preparation of applications, documents and exhibits. 

 A position in this class requires a knowledge of pertinent laws, rules and 
regulations, as related to business registration requirements as well as registration of 
securities dealers and sales persons in the State.  In addition, a position in this class is 
assigned responsibility for reviewing examination results and constructing or revising 
examination material used in the securities sales person examination. 

Examples of Duties: 

 Directs and coordinates the work of subordinates in the examination, 
acceptance, or rejection for registration of various applications, petitions, documents, 
and exhibits for profit and nonprofit corporations, general and limited partnerships, trade 
names, trademarks, prints and labels; directs the review of documents such as articles 
of incorporation, increases and reductions of capital, amendments and resolutions, 
mergers and consolidations, dissolutions and cancellations, foreign corporation 
withdrawals and declarations, applications for reservation of corporate names, 
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applications for and renewals of registration of securities sales people and dealers, 
partnership registrations and dissolution statements, change of name statements; 
provides training and evaluates work performance of subordinates; reviews and revises 
various forms; drafts instructions and informational data for the public; assists and 
advises applicants, orally and by correspondence, in the preparation of application, 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 corporations, and partnerships, 
certificates of documents, registration of trademarks, trade names prints and labels; 
computes fees and penalties; reviews examination results and revises or constructs 
new test questions for examining applicants for registration as securities sales people; 
supervises lower grade employees; makes arrangements for out-of-state applicants to 
take examinations in other states; prepares statistical and other reports. 

Knowledge and Abilities Required: 

 Knowledge of:  Laws, rules and regulations relative to the registration of 
corporations, partnerships, trade names, trademarks, prints and labels, securities 
sales people and dealers; other business registration requirements as well as 
sales of securities in the state; standard office practices and procedures; 
government correspondence; basic knowledge of tests and measurement; 
principles and practices of supervision. 

 Ability to:  Plan, direct and review the work of others; 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 sales people 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; evaluate and construct simple test questions. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
  
 This is the first specification for the new class BUSINESS REGISTRATION 
SUPERVISOR. 
 
 
Effective Date:  October 1, 1979. 
 
 
 
DATE APPROVED: 9/11/81  /s/  Wayne Yamasaki 

  for  DONALD BOTELHO 
Director of Personnel Services 
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