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   Class Specifications 
   for the Class: 
 

STATE PARKS ASSISTANT ADMINISTRATOR 
(STATE PARKS ASSISTANT ADMR) 

 
Duties Summary: 

Assists in planning, organizing and directing the program of State parks, outdoor 
recreation and historic sites; directs and coordinates supportive staff services; keeps 
the State Parks Administrator apprised of status of projects and other program 
activities; and performs other duties as required. 

Distinguishing Characteristics: 

This class reflects responsibility for assisting in the administration of the State 
parks, outdoor recreation and historic sites program.  It also involves responsibility for 
directing and coordinating the Staff and Supportive Services Office charged with the 
responsibility for providing professional/technical, project control and administrative 
housekeeping services for the State Parks, Outdoor Recreation and Historic Sites 
Division. 

Examples of Duties: 

Assists in planning, organizing and directing the statewide planning, development, 
preservation and management of State parks, outdoor recreation, historic sites and 
cultural and scientific areas; assists in the planning and development of operating 
policies and procedures and standards of performance; directs, conducts and 
coordinates supportive staff service activities of divisional personnel in the program of 
State parks, outdoor recreation and historic sites; directs the activities related to the 
collection and analysis of pertinent information from operating branches involving all 
aspects of planning, development and resource management operations; informs, 
advises or recommends to the State Parks Administrator the status of projects, the 
hiring of contractual professional/technical personnel such as historians, curators, 
archeologists, interpretive specialists, and other technical and skilled personnel in order 
to meet project deadlines, the problem areas anticipated and possible solutions, etc.; 
coordinates the activities provided by the regular staff and by contractual and other 
personnel on a project basis for effective management and personnel utilization; 
conducts and/or coordinates with the departmental fiscal officer matters pertaining to 
fiscal operations of the division; directs office service activities relating to fiscal, 
personnel and clerical activities; interprets departmental and divisional policies, rules 
and regulations, procedures, etc., pertaining to the State parks, outdoor recreation and 
historic sites program; drafts and recommends changes in policies, rules and 
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regulations, procedures, etc., for the State parks, outdoor recreation and historic sites 
program; as directed, represents the division and participates in public and private 
meetings or with other interested groups; prepares reports and correspondence; 
assumes the responsibility of the State Parks Administrator during his absence. 

Knowledge and Abilities Required: 

Knowledge of:  Principles and practices of administration; parks, outdoor 
recreation and historic sites development, operation and maintenance; laws, rules and 
regulations governing State parks, outdoor recreation and historic sites; principles and 
practices of supervision. 

 Ability to:  Assist in the administering of the State parks, outdoor recreation and 
historic sites program; plan, direct and coordinate the work of divisional staff and 
contractual personnel; interpret policies, rules and regulations, procedures, etc., of the 
State parks, outdoor recreation and historic sites program; establish and maintain 
effective relationships with others; speak, and write effectively. 

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

 This is the first specification for the new class ASSISTANT STATE PARKS 
ADMINISTRATOR. 
 
 
DATE APPROVED: 8/10/70   

  for  JAMES H. TAKUSHI 
Director of Personnel Services 

 
 

 This is a change in title from Assistant State Parks Administrator to STATE 
PARKS ASSISTANT ADMINISTRATOR effective September 1, 1982. 
 
 
Reviewed for currency on September 1, 1982. 
 
------------------- 
 The code number for this class was changed from 5.348 to 17.347 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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