PART ITI DEPARTMENT OF PERSONNEL SERVICES 17.169
STATE OF HAWATI

Minimum Qualification Specification
for the Class:

BUSINESS & INDUSTRY DEVELOPMENT ADMINISTRATOR
(BUSINESS & INDUSTRY DEV ADMR)

Basic Education/Experience Requirement:

Possession of a Bachelor's degree from an accredited college
or university with a major in marketing, business administration,
business or commercial law, economics, finance, foreign trade,
or a closely related field, which included completion of three
(3) semester credit hours in statistics.

Excess work experience as described below or any other
progressively responsible administrative, professional or other
analytical work experience which provided knowledge, skills and
abilities comparable to those acquired in four (4) years of
successful study while completing a college curriculum leading to
a baccalaureate degree with a major in the subjects mentioned
above, may be substituted on a year-for-year basis for the
required education including statistics. To be acceptable, the
experience must have been of such scope, level and quality as to
ensure the possession of comparable knowledge, skills and
abilities.

The education or substitutable experience background must
have included knowledge of the general principles of economics,
business statistical methodology and business management and
administration.

The education or experience background must also demonstrate
the ability to write clearly and comprehensively such materials
as reports and analyses; read and interpret complex written
material; and solve complex problems logically and
systematically.

Experience Requirements:

Business Research/Management Experience: Three (3) years of
responsible professional work experience demonstrating the
possession and application of knowledge of marketing and business
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feasibility research and analysis; various phases of marketing
including product development, pricing, sales, advertising and
promotion, distribution and marketing controls; business
practices pertaining to wholesale, retail, manufacturers'
distribution, distribution costs, finance and tax structure,
planning and management. Examples of qualifying experience
include (but are not limited to) the following: Marketing,
management or financial management consultant, marketing
researcher, department store management, export-import
management; or investment analysis.

Examples of non-qualifying experience include promotion,
sales promotion and advertising which did not include
responsibility for market research, consumer analysis and
strategic planning.

Bus ness Economics Experience: Three (3) years of
responsible professional experience demonstrating the possession
and application of knowledge of economic theories, methods,
techniques and data in assessing: a) the impact of business
trends and governmental economic policies on business and
industry in order to identify and recommend alternatives for
governmental action or policies; or (b) sources of income,
expenditures, business trends, etc., in order to participate in
management decisions and policies relative to marketing, pricing,
expansion, etc.

Examples of such experience include (but are not limited to)
the following: (1) Experience as a consultant, economic analyst,
planner or economic researcher conducting economic studies on
major issues in order to recommend action or policies; (2)
Experience as an officer of a large business which included
recommending or deciding on marketing, pricing, product
expansion, diversification and/or relocation based on the review
and interpretation of economic data and reports.

Supervisory Experience: Two (2) years of experience, which
may have been gained concurrently with the Business
Research/Management Experience or the Business Economics
Experience described above, in supervising professional workers
engaged in the analysis of business or industry or the management
of a business which included (1) planning and directing the work
of others; (2) assigning and reviewing the work of others; (3)
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advising others on difficult problem areas; (4) timing and
scheduling work of others; (5) conducting training of new
employees; and (6) evaluating the performance of subordinates and
disciplining them when necessary.

Administrative Experience: Two (2) years of administrative
experience, which may have been gained concurrently with the
Business Research/Management Experience or the Business Economics
Experience described above, in business or business research or
planning or economics which involved active participation in and
major responsibility for the development and management of a
major program or functional area. The work must have
demonstrated responsibility for the formulation of policies
and/or guidelines and the general framework of procedures
governing the assigned area of responsibility and demonstrated
the ability to plan, organize and manage the pro ram, coordinate
activities within the program and with others.

Substitutions Allowed:

Substitution of Graduate Study for Experience:

1. Satisfactory completion of all requirements for a
master's degree from an accredited college or
university with a major in marketing or trade may be
substituted for one (1) year of the required Business
Research/Management Experience.

2. Satisfactory completion of all requirements for a
master's degree from an accredited college or
university with a major in economics, business
administration, or finance may be substituted for one
(1) year of the required Business Research/Management
Experience or one (l) year of the required Business
Economics Experience.

3. Satisfactory completion of graduate-level coursework
beyond a master's degree program from an accredited
college or university, creditable towards an advanced
degree in marketing or trade may be substituted for the
required Business Research/Management Experience on a
year-for-year basis up to a total of two (2) years.
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4. Satisfactory completion of graduate-level coursework
beyond a master's degree program from an accredited
college or university, creditable towards an advanced
degree in economics, business administration, or
finance may be substituted for the required Business
Economics Experience on a year-for-year basis up to a
total of two (2) years.

5. Satisfactory completion of all requirements for a Ph.D.
degree in business administration from an accredited
university may be substituted for the required three
(3) years of Business Research/Management Experience.

6. Satisfactory completion of all requirements for a Ph.D.
degree in economics from an accredited university may
be substituted for the required three (3) years of
Business Economics Experience.

Quality of Experience:

Possession of the required number of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience must have been of
such scope and level of responsibility as to conclusively
demonstrate that he/she has the ability to perform the duties of
the position for which he/she is being considered.

Selective Certification:

Specialized knowledge, skills and abilities may be required
to perform the duties of some positions. In such positions,
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to perform the
duties of the position.

Agencies requesting selective certification must show the
connection between the kind of training and/or experience on
which they wish to base selective certification and the duties of
the position to be filled.

Tests:

Applicants must qualify on the appropriate examination for
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the class. For non-competitive actions, the examination may be
waived.

Physical and Medical Requirements:

Applicants must be physically able to perform, efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewritten characters, glasses permitted,
and the ability to hear the conversational voice, with or without
a hearing aid, or the ability to compensate satisfactorily.
Handicaps in these or other areas will not automatically result
in disqualification. Those applicants who demonstrate that they
are capable of performing the essential functions of the position
will not be disqualified under this section.

Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqualification.

Any disqualification under this section will be made only after
a review of all pertinent information including the results of the
medical examination, and requires the approval of the Director.

This is the first minimum qualification specification for the
new class BUSINESS AND INDUSTRY DEVELOPMENT ADMINISTRATOR.

DATE APPROVED: 10/2/84 /s/ James H. Takushi
JAMES H. TAKUSHI
Department of Personnel Services
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