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 Minimum Qualification Specifications 
 for the Class: 
 
 QUALITY ASSURANCE ADMINISTRATOR 
 (QUALITY ASSURANCE ADMR) 
 
 
 
Prerequisite Knowledge and Abilities Required: 
 

Knowledge of:  Report writing; research methods and 
techniques; problem solving; and principles and practices of 
supervision and management. 
 

Ability to:  Administer a statewide regulatory and 
enforcement program; recognize and resolve management and 
operational problems; read and analyze reports and reach sound 
conclusions; read, understand, and interpret complex written 
material (e.g., regulatory laws, rules, regulations, and 
standards); learn and apply State and federal standards, laws, 
rules and regulations pertaining to the division's agricultural 
commodities and measurement standards programs; solve problems 
logically and systematically; write clear and comprehensive 
material such as reports; prepare and administer a budget; speak 
clearly and effectively in dealing with public and private groups 
and individuals; and supervise and evaluate the work of others. 
 
Basic Education Requirement: 
 

Graduation from an accredited four (4) year college or 
university with a bachelor's degree.  Excess work experience as 
described under specialized or managerial experience below, or 
any other responsible administrative, professional or analytical 
work experience which provided knowledge, skills and abilities 
comparable to those acquired in four (4) years of successful 
study leading to a bachelor's degree may be substituted for the 
required education on a year-for-year basis.  To be acceptable, 
the experience must have been of such scope, level and quality as 
to assure the possession of comparable knowledge, skills and 
abilities. 
 

The education or experience background must also demonstrate 
the ability to write clear and comprehensive reports and other 
documents; read and interpret complex written material; and solve 
complex problems logically and systematically. 
 
Experience Requirements: 
 

Except for the substitutions provided for in this 
specification, applicants must have had progressively responsible 
experience of the kind and quality described in the statements 
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below and in the amounts shown below, or any equivalent 
combination of training and experience. 
 

Specialized Experience:  Four (4) years of progressively 
responsible professional work experience which demonstrated the 
ability to plan and coordinate program activities and solve 
operational and administrative problems.  Such experience must 
have involved responsibility for program planning and evaluation; 
conducting studies of operational and administrative problems and 
recommending alternative solutions and courses of action; 
interpreting, applying, revising and/or developing program laws, 
rules, regulations, etc.; and analyzing reports and/or other 
materials to make sound administrative decisions.  In addition, 
the experience must have demonstrated a high degree of analytical 
skill involving the ability to identify information needs, 
collect and analyze data, identify problems and alternative 
solutions; and the ability to read, comprehend, and interpret 
complex written material such as State and federal laws, rules, 
regulations, etc.; prepare clear and concise written reports and 
recommendations; and dealing effectively with individuals and 
groups. 
 

Examples of qualifying work experience include, but are not 
limited to, work as a (1) staff specialist or (2) program analyst 
or specialist. 
 

Supervisory Experience:  Two (2) years work experience which 
involved:  1) planning, organizing, scheduling and directing the 
work of others; 2) assigning and reviewing their work; 3) 
advising them on difficult problem areas; 4) training and 
developing subordinates; 5) evaluating their work performance; 
and 6) disciplining them when necessary. 
 

Managerial Experience:  One (1) year of professional 
experience which involved responsibility for identifying program 
goals and objectives and evaluating their attainment; identifying 
resource needs (manpower, materials, equipment); planning, 
organizing and coordinating program activities to attain program 
objectives within time, resource and budgetary limitations; 
developing procedures; and actively participating in policy 
determination, budget formulation and execution. 
 

Administrative Experience:   One (1) year of professional 
work experience which involved responsibility for tending to the 
administrative requirements of an operating program by overseeing 
budget preparation, justification and expenditure control, fiscal 
recordkeeping and reporting and personnel services; coordinating 
program planning and evaluation and drafting program policies, 
procedures, rules or regulations; analyzing contracts, reports, 
policies and other matters which must be studied as the basis for 
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administrative decisions.  The work experience must have involved 
the conduct or oversight of studies or investigations of 
operational and administrative problems or needs (e.g., 
feasibility and program evaluation studies, applications for 
grants) and developing alternative solutions and courses of 
actions.  Such experience may have been gained concurrently or 
separately with the Managerial Experience requirement. 
 
Substitutions Allowed: 
 

1. Possession of a master's degree from an accredited 
college or university may be substituted for one (1) 
year of specialized experience. 

 
2. Possession of a Ph.D. degree from an accredited college 

or university may be substituted for two (2) years of 
specialized 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. 
 
License Requirement: 
 

All applicants must possess a valid license to drive in the 
State of Hawaii. 
 
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 may be required to qualify on an appropriate 
examination. 
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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.  
Disabilities 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. 
 

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. 
 
Mental/Emotional Requirements: 
 

All applicants must possess emotional and mental stability 
appropriate to the job duties and responsibilities and working 
conditions. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

 
This is the first minimum qualification specification for 

the new class QUALITY ASSURANCE ADMINISTRATOR (QUALITY ASSURANCE 
ADMR). 
 
 
 
 
DATE APPROVED: 10/2/97 /s/  James H. Takushi 

    JAMES H. TAKUSHI 
Director of Personnel Services 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


