PART T DEPARTMENT OF PERSONNEL SERVICES 2.463
STATE OF HAWATII

Class Specifications
for the Class:

RETIREMENT SYSTEM PROGRAM SPECIALIST
(RETIREMENT SYSTEM PRGM SPCLT)

Duties Summary:

Conducts program studies, recommends improvements, and
assists in implementing program improvements; interprets and
recommends new or revised policies, procedures, standards and
guidelines relative to the Employees' Retirement System (ERS);
resolves difficult/sensitive claim cases; develops informational
materials; participates in speaking engagements; and performs
other duties as required.

Distinguishing Characteristics:

A position in this class serves as a staff specialist,
conducting studies of operations, recommending program
improvements and assisting the Assistant Retirement System
Administrator in implementing such program improvements. The
work also includes recommending new and revised policies,
procedures, standards, rules, regulations and guidelines, and
interpreting these; and resolving difficult/sensitive claim
cases.

An incumbent of a position in this class maintains liaison
with personnel of State, County and other agencies to exchange
information, and to explain, interpret or advise on activities
relating to the ERS program. General supervision 1s received
from the Assistant Retirement System Administrator, who is
responsible for program evaluation and development functions of
the Employees' Retirement System, and who assigns and reviews the
work of the position in this class for technical adequacy and
conformance with overall program goals, objectives and policies.

Examples of Duties:

Conducts studies to evaluate the feasibility of the
computerization of ERS operations; works with the staff of the
State's Electronic Data Processing Division and the ERS
Accounting Branch in the design and implementation of ERS
computer systems; randomly reviews computer printout of members'
records, checks correctness of information and reports and
discusses discrepancies with EDPD personnel; participates in
other program evaluation and development activities; drafts
circulars, handbooks, brochures, other materials and participates
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in the preparation of the ERS annual report; recommends the
development of policies, procedures and standards; provides
assistance in the interpretation, development and implementation
of new or amended rules, regulations and legislation; analyzes
legislation proposed by others to assess its potential impact and
drafts comments and recommendations; interprets, revises and
recommends other guidelines; provides information on members,
pensioners, salaries, benefits paid, liabilities, cost factors,
etc., as requested by various individuals and agencies; resolves
difficult/sensitive claim cases; may testify in court as an
expert witness for civil cases; maintains liaison with personnel
of State, County and other agencies to exchange information,
explain, interpret or advise on matters relative to the ERS
program; prepares reports and correspondence; speaks before
groups on matters regarding the ERS.

Knowledge and Abilities Required:

Knowledge of: Employees’ Retirement System program goals,
objectives, operations, functions, policies, procedures,
standards, laws, rules, regulations and other applicable
guidelines; research methods and techniques; report and letter
writing.

Ability to: Read, comprehend and interpret complex
materials such as laws, rules, regulations, etc.; define and
analyze problems and evaluate, develop and recommend alternative
solutions to improve programs and operations; understand the
intent of guidelines; visualize the effect/impact of changes to
existing guidelines and of new guidelines; communicate
effectively both orally and in writing; resolve
difficult/sensitive claim cases; maintain effective working
relationships with others; speak effectively to various groups of
people.

This is the first specification for the new class RETIREMENT
SYSTEM PROGRAM SPECIALIST.

Effective date: May 16, 1982

DATE APPROVED: 3/15/1982 /s/ Donald Botelho
DONALD BOTELHO
Director of Personnel Services
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