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 Class Specifications 
 for the Class: 
 
 QUALITY ASSURANCE ADMINISTRATOR 
 (QUALITY ASSURANCE ADMR) 
 
 
Class Distinguishers: 
 

Managerial Responsibility:  This class reflects a division chief responsible for 
administering and directing the State's agricultural commodities and measurement 
standards programs, with the assistance of several branch managers/supervisors. 
 

Complexity:  The sole position in this class is responsible for planning, 
organizing, administering, directing, and coordinating the State's agricultural 
commodities, milk control, and measurement standards programs which include 
registration, sampling and analysis of animal feeds for label guarantee or adulteration; 
ascertaining the quality, condition and grade of fresh fruits and vegetables, processed 
foods, and eggs; licensing dealers of agricultural products; assuring stability in the milk 
industry by regulating minimum prices to producers, establishing and enforcing quotas, 
and assisting the milk industry in resolving problems; examining and testing all 
commercial weighing and measuring devices; testing petroleum products to ensure 
conformance with quality standards and labeled claims; and enforcing the State's 
labeling, misbranding, pricing accuracy, quantity assurance, and odometer tampering 
laws. 
 

Full Performance Knowledge and Abilities:  (Knowledge and abilities required for 
full performance in this class.) 
 

Knowledge of:  State and federal laws, rules, regulations and/or standards 
relating to measuring instruments, packaging and labeling of commodities, quality of 
agricultural commodities, etc.; report writing; research methods and techniques; 
problem solving; and principles and practices of supervision, management, and 
administration. 

 
Ability to:  Administer the State's regulatory and enforcement programs for 

agricultural commodities, the milk industry, weighing and measuring devices, petroleum 
quality, packaging and labeling of commodities, etc.; recognize trends and potential 
problems, and interpret significance and impact on programs administered; advise in 
the resolution of problems relating to program activities; solve problems logically and 
systematically; review and analyze reports and reach sound conclusions; read and 
interpret complex material, such as laws, rules and regulations; develop and execute 
rules, regulations, policies and procedures; speak and write effectively in dealing with 
public, private groups, and individuals; meet, elicit the cooperation of and deal 
effectively with associates, committees, responsible officials of other departments, 
various organizations and county and federal governments; prepare and present 
comprehensive oral and written reports; prepare and administer an operating budget; 
and supervise and evaluate the work of others. 
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Examples of Duties:  (The sole position in this class may not be assigned all of the 
duties listed, nor do the examples necessarily include all the duties that may be 
assigned.  The omission of specific statements does not preclude management from 
assigning such duties if such duties are a logical assignment for the position.  The 
classification of a position should not be based solely on the examples of duties 
performed.) 
 

1. Oversees activities which involve ascertaining the quality, condition, and 
grade of fresh fruits and vegetables, eggs and feed, and processed foods. 

 
2. Oversees the development and implementation of methods to investigate, 

regulate, monitor and enforce product quality standards, measurement 
methodology, and packaging standards. 

 
3. Oversees activities involved in the elimination of unfair trade practices, 

establishment of equitable production quotas, and minimum prices to be 
paid to producers and the review of books of accounts and records to 
achieve stability and economic well being of the milk industry. 

 
4. Directs, coordinates and integrates the activities of the branches. 
 
5. Reviews program activities to ensure coordination at the branch, division, 

department, and jurisdictional levels; optimum attainment of overall 
divisional, departmental, State and federal objectives; administrative 
effectiveness; conformance with basic division, department, jurisdictional, 
and legislative policies and authorizations; maximize State-federal 
relations within and among branches and with county interests. 

 
6. Develops and maintains liaison relationships with other governmental 

organization segments/agencies, private groups or individuals. 
 

7. Intercedes, mediates, and resolves differences existing between various 
high profile interest groups to develop and maintain an environment 
conducive for the promotion of regulatory activities. 

 
8. With the support of top management and the expertise of program 

personnel, proposes and drafts legislative proposals.  Analyzes, 
evaluates, and assesses validity and feasibility of legislative bills and 
resolutions impacting division programs; provides comments or 
recommendations to department chairperson; prepares and presents 
testimony; and responds to inquiries from legislators. 

 
9. Develops and implements standards of performance for program activities 

and branch and division objectives. 
 

10. Determines and justifies budgetary and staffing needs. 
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11. Participates in the interview and selection of new staff members; 
evaluates the work performance of subordinates; recommends approval of 
leave requests and personnel actions affecting subordinates; maintains 
discipline and resolves minor grievances; provides orientation to new staff 
members; and provides training. 

 
12. Advises the department chairperson of program activities and status of 

projects and prepares comprehensive reports for Board review. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
  
 This is the first specification for the new class QUALITY ASSURANCE 
ADMINISTRATOR (QUALITY ASSURANCE ADMR). 
 
 
 
Effective Date:   4/1/97    
 
 
 
 
DATE APPROVED: 10/2/97  /s/  James H. Takushi 

   JAMES H. TAKUSHI 
Director of Human Resources Development 
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