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   Class Specification 
   for the Class: 
 

ARCHIVES ADMINISTRATOR 
 
 
Duties Summary: 

 Administers the State's program of records management and services; and 
performs other duties as required. 

Distinguishing Characteristics: 

 Assignments at this level reflect responsibility for a comprehensive archival 
program.  The work involves planning, organizing and directing activities of the State 
archives, including appraisal, disposition, arrangement, description, preservation, 
rehabilitation, publication, exhibiting and reference services for State archival and 
related nonarchival materials; and providing guidance on local archival needs. 

 This level represents substantial administrative and professional responsibilities. 
The work is performed within a framework of existing legislation and the principles of 
archival work.  Technical supervision is non-existent:  the work is performed under 
broad administrative supervision, which is limited to budgetary approval and broad 
departmental and statewide policies.  A position at this level is expected to provide 
statewide leadership in archival matters, to promote an understanding and appreciation 
of the profession, to further the professional field both in general and through the State 
program by developing and maintaining contacts with governmental and private groups 
and individuals and by recommending legislative action. 

Examples of Duties: 

 Directs the activities of the State archives, in the collection, arranging, indexing, 
servicing, and preservation of documents; supervises and participates in the search for 
documents and their referral to authorized agencies and persons; acquires Hawaiian 
governmental documents and correspondence; appears as court witness to identify and 
verify authenticity of old records; checks manuscripts for historical errors; furnishes 
information on historical and governmental subjects; devises systems for arranging and 
controlling records; recommends schedules for records disposal; prepares budgets and 
plans for the Archives; recommends legislation relative to the State records program. 

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



PART I  Page 2 
ARCHIVES ADMINISTRATOR  17.610 
 
 
 This is an amendment to the class Archivist VI approved on October 5, 1967, due 
to incorporation of managerial level in EMCP in accordance with Act 254, SLH 1980, 
and a change in title to ARCHIVES ADMINISTRATOR effective July 16, 1982. 

 

DATE APPROVED: 7/19/82  /s/  Clement L. Kamalu 
  for  DONALD BOTELHO 

Director of Personnel Services 
 

 

--------------------------- 
 The code number for the class Archivist VI was changed from 4.100 to 17.610 
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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