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 Class Specifications 
 for the Class: 
 

TOURISM PROGRAM OFFICER 
 

 
Duties Summary: 

 Formulates and maintains a comprehensive plan for the 
optimum development of tourism in Hawaii; coordinates and directs 
departmental activities relative to tourism planning, promotion, 
development and research; provides advice and assistance in the 
overall direction and coordination of activities associated with 
the development, promotion, and control of tourism in Hawaii; 
provides advice and assistance on major public problems and 
issues relative to the tourist industry requiring State policy 
action; and performs other duties as required. 

Distinguishing Characteristics: 

 This class reflects responsibility for advising and 
assisting the Director of Planning and Economic Development, who 
is designated as the State Tourism Coordinator, in a variety of 
planning, coordinating and administrative activities associated 
with the development of the tourist industry in Hawaii.  The 
scope of work includes formulating, maintaining and developing 
comprehensive plans for tourism development, promotion and 
control including the identification and analysis of major 
impacts of the industry and its problems and issues, formulation 
of alternative policy actions and assessment of their cost 
relative to benefits, and recommendation of appropriate State 
policy or new or amended legislation; coordinating or directing 
as assigned intra-departmental activities which inter-relate with 
tourism planning, development, promotion and research efforts; 
assisting the Director in coordinating governmental and private 
industry resources and efforts to address and resolve tourism 
problems or develop tourism in Hawaii; identifying the need for 
and recommending contracting special research or planning studies 
for the department and monitoring and reviewing the work; 
planning and implementing public information efforts relating to 
tourism and visitor related activities. 

 A position in this class functions under the general 
direction of the Director of Planning and Economic Development 
and serves as the Director’s chief staff advisor on tourism 
matters.  Work is performed in accordance with applicable general 
administrative guidelines and policies and laws, rules and 
regulations relating to the program.  Considerable latitude is 
allowed in the formulation and implementation of plans and 
projects necessary to carry on the work assigned.  Public 
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contacts are extensive with other governmental planning agencies 
and business personnel concerned with tourism. 

Examples of Duties: 

 Plans, organizes, supervises and participates in the 
formulation, development and maintenance of comprehensive plans 
for the integrated and coordinated optimum development of tourism 
in Hawaii; supervises and participates in the conduct of research 
studies relating to tourism; supervises and conducts staff 
studies to formulate statewide goals, objectives and policies for 
optimum tourism development; reviews and evaluates such 
statements on a periodic basis; supervises and participates in 
the analyses of tourism problems and issues requiring action, 
identifies alternatives for State policy action, assesses their 
relative cost/benefits and formulates and recommends appropriate 
State policy; participates as staff support with the Director in 
negotiations for contracts with the Hawaii Visitors Bureau and 
other promotional agencies using governmental funds for tourism 
promotion, keeps abreast of activities performed under contract; 
reviews requests for amendments or for action under the contracts 
and recommends approval or disapproval; participates in the 
annual review of completed work; recommends the hiring of 
consultants for special studies; prepares requests for proposals, 
negotiates and drafts contracts, administers approved contracts 
including keeping abreast of work, advising or resolving problems 
arising in the course of the work, and reviewing completed work; 
supervises and participates in the analysis of proposed federal 
and State legislation dealing with tourism matters; recommends 
policy positions relative to such proposals and supervises or 
participates in the drafting of appropriate testimony; 
coordinates or directs as assigned departmental planning, 
promotion, development or research activities interrelating with 
tourism within the department; assists the Director in 
coordinating those tourism matters affecting the department with 
activities of international, federal, regional, other State, 
county or private sector agencies; meets with federal and other 
agency officials or tourism advisory groups on statewide tourism 
concerns; keeps the Director abreast of developments, concerns 
and proposals; formulates program and financial plans; evaluates 
and assesses the program; assigns and reviews the work of 
subordinates; recommends personnel actions relative to 
subordinates; maintains discipline and settles their grievances; 
conducts staff meetings; develops and implements internal working 
procedures; participates in departmental staff meetings; prepares 
comprehensive written reports and correspondence.  

Knowledge and Abilities Required: 
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 Knowledge of:  Principles, practices and theories of 
planning, economic analysis and research; the tourist industry, 
its economics, structure, development and marketing features; 
statistical methodology; State, federal and international laws, 
rules and regulations relative to the tourist industry and its 
components; governmental structure, functions and processes; 
social and cultural aspects of tourism principles and practices 
of administration. 

 Ability to:  Formulate and maintain comprehensive plans for 
tourism development, promotion and control; analyze tourism 
problems and issues, assess impact on public concerns and 
formulate and recommend appropriate governmental policies and 
solutions; supervise and conduct research on tourism topics; 
review and evaluate the work of others performing planning, 
economic and socio-economic analyses on tourism matters; 
supervise the work of others; make effective oral and written 
presentations; and deal effectively with others. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class TOURISM 
SPECIALIST VII. 
 
  
 
DATE APPROVED:    2/8/73             /s/  Wayne Yamasaki  
                   DONALD BOTELHO 
             Director of Personnel Services 
 
 This is a change in title from Tourism Specialist VII to TOURISM 
PROGRAM OFFICER effective August 26, 1982. 
 
 
Reviewed for currency on August 26, 1982. 
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