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   Class Specifications 
   for the Class: 
 
   CIVIL DEFENSE ADMINISTRATIVE OFFICER 
 
Duties Summary: 

 Assists in providing and obtaining a variety of management services in the 
administration of the State's civil defense and natural disaster programs; and performs 
other duties as required. 

Distinguishing Characteristics: 

 This class involves responsibility for assisting the Vice Director of Civil Defense 
in the development and coordination of state-wide programs of civil defense and natural 
disaster.  It includes substantial involvement in program analysis, review of county 
program activities, interpretation and assurance of adherence to federal guidelines, and 
the development of various emergency plans, as well as general administrative 
services. 

 Considerable inter-agency contact and contact with county civil defense agencies 
are involved. 

Examples of Duties: 

 Analyzes functional and organizational problems, and recommends actions to 
resolve problems at both the state and county levels; recommends policies and 
procedures; assists in the analysis of federal civil defense programs; assists in the 
evaluation of the civil defense program, and establishment of goals and objectives; 
conducts program studies in comprehensive program planning; conducts on-site 
reviews and evaluates counties' program plans, and makes appropriate 
recommendations; interprets federal guides to State and county personnel; serves as 
chief of State Emergency Operating Center Facility; conducts research relative to State 
and federal disaster relief, and reviews estimated costs of natural disaster and 
recommends allotment from the Governor’s major disaster fund; may conduct on-site 
surveys of natural disaster damages and prepare damage reports; formulates 
emergency plans for State fiscal, legal and personnel services, and for establishment of 
a state-wide essential records program; develops and up-dates the State's 
Administrative Plan for submittal to the federal government; handles personnel functions 
and refers legal questions to the Attorney General for clarification; coordinates 
preparation of all administrative reports; reviews all expenditures, and approves 
division's expenditures for the Vice Director; initiates or reviews and recommends 
approval of federal assistance project applications; drafts operating and capital 
improvement budget proposals. 
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Knowledge and Abilities Required: 

 Knowledge of:  Principles and practices of administration, with particular 
emphasis on program planning and evaluation, and fiscal and personnel management; 
office practices and procedures; report writing; civil defense and natural disaster 
programs. 

 Ability to:  Analyze civil defense needs and formulate projects and programs, and 
develops effective operational details, maintain effective liaison, cooperation and 
adherence to program plans, policies and procedures; communicate effectively, both 
orally and in writing. 

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

 This is the first specification for the new class CIVIL DEFENSE 
ADMINISTRATIVE OFFICER. 

 

 
DATE APPROVED: 6/21/69  /s/  David Trask,Jr. 
   for  (MRS.) EDNA TAVARES TAUFAASAU 

Director of Personnel Services 
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