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   Class Specifications 
   for the Class: 
 

FOREIGN TRADE ZONE ADMINISTRATOR 
(FOREIGN TRADE ZONE ADMR) 

 
 

Duties Summary: 

 Manages a Foreign Trade Zone (FTZ), including developmental, promotional and 
operational activities; and performs other duties as required. 

Distinguishing Characteristics: 

 This class reflects responsibility for the overall management of a Foreign Trade 
Zone  granted under federal authority for the development of international trade within 
the State resulting in the attraction of new economic operations utilizing the State as a 
base of operation.  Program activities involve the promotion of the economic 
advantages of trade zone operations to prospective and potential users, and the 
servicing of users; the formulation of proposals for expansion and their implementation 
and management of fiscal, warehousing and security operations. 

 Relations are maintained with federal government representatives, clients of the 
foreign trade zone, the general public and State administrative personnel.  Operations 
are subject to regulations established by the Federal Foreign Trade Zone Board and 
direction on policy matters is received from the director of the department. 

Examples of Duties: 

 Plans, organizes, directs and coordinates the operation of the State’s foreign 
trade zone in conformance with Federal, State and department laws, regulations and 
policies; represents the State and accounts to the Federal Foreign-Trade Zones Board 
for compliance with FTZ regulations; manages the utilization of facilities, funds, 
equipment and personnel necessary to meet needs of zone users; approves all zone 
purchases; reviews and approves the use of promotional and advertising activities to 
increase usage of the trade zone; conducts lectures and seminars for producers, 
manufacturers, exporters and importers on the advantages of trade zone activities;  
directs study of potential zone usage, including the nature of proposed usage and their 
requirements; attends foreign trade conventions and world trade meetings to promote 
use of the zone; evaluates existing operations and implements changes; directs the set 
up of operating procedures including tariff and all zone accounting, statistical, 
warehouse and inventory formats in accordance with FTZ regulations; prepares CIP, 
PPBS and operating budget plans; prepares reports on Zone activities for the FTZ 
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Board in Washington D.C. and the department; conducts special surveys to determine 
feasibility of sub-zone operations for various users and activities; directs and maintains 
general oversight of fiscal, warehousing, security and promotional personnel; makes 
special presentations to legislative groups and others as required.  

Knowledge and Abilities Required: 

 Knowledge of:  Foreign Trade Zone operations, including pertinent laws, rules 
and regulations; business management principles and practices; customs and shipping 
requirements; warehouse management; principles and practices of supervision; public 
relations. 

 Ability to:  Manage the operations of a foreign trade zone; deal effectively with 
shippers, user firms, officials of Federal and State agencies, and others; promote use of 
the foreign trade zone by local and foreign merchants; conduct development planning. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
  
 This is the first specification for the class FOREIGN TRADE ZONE MANAGER. 
 
 
 
DATE APPROVED: 8/16/71  /s/  David Trask, Jr. 

  for  JAMES H. TAKUSHI 
Director of Personnel Services 

 
 

This is a change in title from Foreign Trade Zone Manager to FOREIGN TRADE 
ZONE ADMINISTRATOR effective September 1, 1982. 
 
 
 
Reviewed for currency on September 1, 1982. 
 
 
------------------------- 
 The code number for this class was changed from 2.076 to 17.335 and the class 
was incorporated in the Excluded Managerial Compensation Plan (EMCP) effective 
July 1, 1981 in accordance with Act 254, SLH 1980. 
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