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V. RECOMMENDED QUALIFICATIONS

A. Knowledge of:

Awareness of, or willingness to learn Hawaiian history, language, and cultural
traditions.

General accounting principles; State procurement rules and regulations; general fiscal
management; concepts such as fractions, percentages, ratios, and proportions and their
application to practical situations.

B. Abilities and Skills:

Strong organizational skills; word processing, database and spreadsheet programs;
general office procedures; secretarial principles and practices, filing, computers, and
standard office equipment; strong written and oral communication, analytical
thinking; proficiency in using MS Office Suite including Word, Excel and
PowerPoint programs.

Follow oral and written instructions; be self-motivated; plan, organize and carryout a
broad range of administrative tasks; speak simply and directly to individuals in
response to their inquiries; work effectively under frequent intenuptions and changing
requirements; analyze financial reports; review and interpret State procurement rules
and regulations in a proper manner; deal tactfully with staff and the general public.

Able to travel by helicopter, aitplane, boat, and four- wheel drive vehicles and work
in outdoor field conditions.

C. Physical Requirements:

Must be able to perform the essential duties of the position.

D. Required Education:

Undergraduate degree in Business Administration, Accounting or related field.

E. Required Experience:

At least four ( 4) years of general administrative work, with progressively responsible
experience in procurement and fiscal management.

Substitutions Allowed: A graduate degree may be substituted for two (2) years of
professional experience. 

VI. REQUIRED LICENSES, CERTIFICATES, ETC. 

Possession of a valid Hawaii Driver's License.


