
CLASSIFICATION SPECIFICATION 
 

 
FLSA: EXP Job Code: ACV77725 
Job Class Code: 600 Salary Schedule: AREG 
EEO Category: 01 Grade: 22 
Workers Comp Code: 9010   
    
Job Code Established: 01/01/80 Effective Date:  
Job Code Revised: 01/06/00 Effective Date:  
 
JOB CODE SERIES: Oil and Gas Program Series 
 
JOB CODE TITLE:   OIL AND GAS PROGRAM ADMINISTRATOR 
 
HRIS TITLE:  OIL & GAS PRG ADMR 
 
CHARACTERISTICS OF THE CLASS: Under direction, is responsible for geological work of 
considerable difficulty in planning, organizing, administering, or supervising a major agency 
program designed to encourage exploration for and development and utilization of oil, gas, and 
geothermal resources, involving such functions as the examination, interpretation, evaluation of 
geological and other natural science data, and information dissemination, or oil and gas law 
enforcement and field drilling operations inspection; and performs related work as required. 
 
EXAMPLES OF DUTIES: Administers the compilation, examination, interpretation, evaluation, 
and dissemination of geological and other natural science data pertaining to oil, gas, and 
geothermal energy resources and/or in the geological, environmental, and ecological phases of 
the enforcement of oil, gas, and geothermal laws, rules and regulations relating to exploratory and 
development drilling operations; consults with and provides advisory services to energy-oriented 
companies and operators, education institutions, governmental and private agencies, and 
interested individuals on favorable areas or potentially favorable areas for subsurface energy 
resource exploration, leasing and drilling procedures, and geologic matters of common interest; 
develops program goals, objectives, and policies; coordinates program activities with academic 
and agency programs and overall agency programs; assists in the development of program 
budget and controls expenditures; represents the agency at conferences, seminars, workshops 
and before professional and scientific groups; edits reports prepared for publication or other 
purposes; plans, organizes, supervises, and evaluates the work of professional staff; supervises 
staff and outside professional help in preparation of copy-ready material for printing; and/or directs 
maintenance of program files. 
 
KNOWLEDGE, ABILITIES AND SKILLS: 
 
Knowledge of: basic geology and petroleum geology; remote sensing exploration techniques; 
petroleum engineering principles and practices as they relate to petroleum exploration and 
production; cartography. 
 
Skill/Ability to: envision subsurface structural and stratigraphic conditions favorable for the 
entrapment of oil, gas, steam, and hot water based on integrated interpretations of sparse 
geological and remote sensing information; supervise and evaluate a professional staff and 
outside professional services; speak and write effectively; prepare technical reports; establish 
effective working relationships. 
 
SPECIAL SELECTION FACTORS: Five years of experience as an exploration geologist or 
geologist/geophysicist; graduate education in geology, physics or a closely related field may 
substitute for the experience on a month for month basis up to a maximum of two years. 


