
PART I DEPARTMENT OF PERSONNEL SERVICES 2.497 
 STATE OF HAWAII 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
 
 Class Specifications 
 for the Class: 
 

WASTEWATER TREATMENT WORKS GRANTS MANAGEMENT SPECIALIST IV 
(WTW GRANTS MANAGEMENT SPCLT IV) 

 
Duties Summary: 
 

Reviews grant applications, construction and engineering 
contracts and payment requests to assure compliance with Federal 
and State requirements relating to the Wastewater Treatment Works 
Construction Grants Program as delegated by the U.S. 
Environmental Protection Agency; and performs other related 
duties as assigned. 
 
Distinguishing Characteristics: 
 

This class is distinguished by its responsibility for 
reviewing the administrative and financial aspects and 
recommending approval of grants applications, construction and 
engineering contracts, and payment requests in the implementation 
of the joint Federal-County-State Wastewater Treatment Works 
Construction Grants Program.  Included is the preparation of 
Federal/State grant offer documents, requests for bid 
advertisement and allotment advice documents and contracts and 
contract amendment documents.  Guidance and assistance are 
provided to County officials, the public and others in regards to 
requirements of the program. 
 
 A position in this class works under the general supervision 
of a higher level Wastewater Treatment Works Grants Management 
Specialist and is guided by Federal and State requirements 
relating to grants administration. 
 
Examples of Duties: 
 
 Reviews applications and supporting documents for 
Federal/State grants, construction and engineering contracts, 
payment requests and related documents; assures that the 
administrative and financial aspects of contract documents are in 
compliance with conditions and requirements; prepares contracts 
and contracts amendment documents, Federal/State grant offer 
documents, requests for bid advertisement and allotment advice 
documents; maintains State/Federal grant and appropriations 
accounts; prepares requests for bid advertisement and allotment 
advice of CIP funds; reviews and processes State/Federal interim 
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and final payment requests, final audits and project close-outs; 
provides consultation and advice to County officials, public and 
others on matters relating to the administrative and financial 
requirements of the construction grants program; prepares reports 
on grant funds and activities. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Federal laws and regulations as they apply to 
the application for grants; public relations; general 
requirements and procedures in applying for public contracts; 
report writing; and office practices and procedures. 
 

Ability to:  Learn, understand, interpret and apply Federal 
and State laws, rules and regulations which are applicable to the 
Wastewater Treatment Works Construction Grants Program; review 
and evaluate the adequacy of contracts and payment requests; 
communicate effectively, both orally and in writing; develop and 
maintain effective working relationships with others. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is the first specification for the new class WASTEWATER 
TREATMENT WORKS GRANTS MANAGEMENT SPECIALIST IV. 
 
 
Effective Date: December 10, 1985 

 
 
DATE APPROVED: 11/19/85 /s/    James H. Takushi  
         JAMES H. TAKUSHI 

Director of Personnel Services 
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