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   for the Classes: 
 

EXECUTIVE SECRETARY (DEVELOPMENTAL DISABILITIES COUNCIL) 
(EXEC SECY [DEVEL DISAB COUNCIL]) 

 
 

 

Basic Education/Experience Requirement: 

Graduation from an accredited college or university.  Excess work experience as 
described below in the Experience Requirement section or any other responsible 
professional or administrative experience may be substituted for education on a year-
for-year basis. 

Experience Requirement: 

Except for the substitution provided for below, applicants must have had 
progressively responsible experience of the kind and length described as follows: 

General Experience:  Two and one-half (2-1/2) years of progressively 
responsible professional or administrative work experience which clearly 
demonstrates the applicant's ability to write clearly and in a comprehensive 
manner such materials as reports, analyses or articles suitable for publication; 
read and interpret complex written material, e.g., Federal and State laws, rules, 
regulations and/or program guidelines; resolve complex problems in a logical 
and systematic manner; express oneself orally in a clear and persuasive manner 
in varied public speaking situations; and establish and maintain effective working 
relationships with others. 

Specialized Experience:  One (1) year of responsible administrative work 
experience which demonstrated the applicant's ability to plan, organize, promote, direct 
and coordinate program activities in health service agencies or health related agencies, 
and one (1) year of professional work experience which demonstrated the applicant's 
knowledge of the philosophy, principles, concepts and practices relating to services to 
the developmentally disabled (means a severe, chronic disability of an individual which 
is attributable to a mental or physical impairment or combination of mental or physical 
impairments resulting in substantial functional limitations in three or more of the 
following areas of major life activity: self-care, receptive and expressive language, 
learning, mobility, self-direction, capacity for independent living, and economic self-
sufficiency). 

Substitutions Allowed: 
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Substitution of Education for Experience: 

 1. Possession of a master's degree from an accredited college or university 
with a major in administration or management may be substituted for one 
(1) year of General Experience. 

 2. Successful completion of all requirements for a Ph.D., in the above 
described fields from an accredited university may be substituted for two 
(2) years of General 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 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. 
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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 

EXECUTIVE SECRETARY (DEVELOPMENTAL DISABILITIES COUNCIL). 
 

Effective Date:  July 1, 1982 
 
 
 
DATE APPROVED: 10/12/84  /s/  Patricia K. Brandt 

  for  JAMES H. TAKUSHI 
Director of Personnel Services 
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