
PART I DEPARTMENT OF PERSONNEL SERVICES 2.382 
 STATE OF HAWAII 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
 
 Class Specifications 
 for the Class: 
 
 WELFARE CLAIMS PRE-AUDIT SUPERVISOR 
 (WELFARE CLAIMS PRE-AUDIT SUPVR) 
 
 
Duties Summary: 
 

Plans and directs, in accordance with Federal-State 
policies, standards and other requirements, all public welfare 
benefit payment claims processing, recovery of all client related 
third party claims, and claims for reimbursement from clients; 
and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 

A position in this class is in overall charge of a section 
responsible for the final technical review and processing of all 
public welfare payment claims in accordance with established 
requirements to assure the propriety and legality of payments.  
In addition, responsibility includes the recovery of all client 
related third party claims, and reimbursement from clients who 
receive accident, estate or other settlements.  The work requires 
active participation in considering welfare program changes as 
they affect claims processing and related functions, and the 
development of work methods, procedures and forms including the 
use of electronic computer equipment. 
 

Supervision is over a large staff of specialized clerical 
personnel through subordinate full-time supervisors.  Working 
relationships are also maintained with public and private 
attorneys, medical providers, Federal and State auditors, welfare 
program and other departmental officials and others to explain 
requirements, obtain compliance, provide information on specific 
cases, obtain program clarification and legal interpretations, 
etc. 
 
Examples of Duties: 
 

Participates in developing overall operational procedures in 
the processing of welfare payments and claims to assure smooth 
flow and proper documentation of funds disbursed, and 
compatibility of fiscal procedures with welfare procedures and 
requirements; analyzes changes in Federal and State regulations 
and procedures, and recommends adjustments in procedures 
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affecting fiscal operations; develops and updates guidelines and 
procedures for medical and money payment units in processing and 
validating the accuracy of all welfare payments, including the 
maintenance of records of payments; directs, coordinates and 
guides subordinate units in resolving unique and unusual cases, 
and by providing information and instruction on new and amended 
policies, regulations, procedures and other developments; 
conducts special studies to identify problem areas and to 
validate compliance with benefit payment policies, procedures and 
standards; maintains operational statistics, monitors work 
accomplishments and problems, and takes corrective actions as 
necessary; prepares regular and special operational reports and 
other documents; maintains appropriate intra-departmental liaison 
to resolve operational difficulties; deals with various public 
and private agencies and individuals in providing information and 
resolving matters relating to money payments, food stamps, 
medical and funeral payments, third party liability and estate 
claims; interviews eligibles for appointment to vacancies and 
recommends selection of new hires, evaluates work performance of 
subordinate supervisors, and recommends various personnel 
actions. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Laws, rules and regulations pertinent to 
welfare payment claims processing and related functions; 
principles and practices of office management; principles and 
practices of supervision. 
 

Ability to:  Plan and direct the review and processing of 
public welfare payment claims and the maintenance of pertinent 
records and operational statistics, including the use of 
electronic computer equipment; understand welfare program 
policies, standards and procedures as they affect payment claims 
processing and related functions; performs arithmetic 
computations; deal effectively with attorneys, auditors and other 
public and private officials. 
 
----------------------------------------------------------------- 
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This is the first specification for the new class WELFARE 
CLAIMS PRE-AUDIT SUPERVISOR. 
 
 
Effective Date:  March 1, 1982 
 
 
 
 
DATE APPROVED: 4/5/1984 /s/    James H. Takushi  
         JAMES H. TAKUSHI 

Director of Personnel Services 
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