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 Class Specifications 
 for the Class: 
 

HOMESTEAD HOUSING AGENT 
 
 
Duties Summary: 
 

Participates in planning and developing Hawaiian home lands 
for residential purposes; develops, coordinates and implements 
activities necessary in preparation for actual construction of 
the units; supervises the inspection of residential construction; 
conducts review of requests for housing modification, repairs, 
alterations; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 

This class reflects responsibility for performing various 
activities required for the construction of single family 
residences and any repairs, modifications or alterations thereto, 
for lessees of Hawaiian Home Lands.  This responsibility includes 
determining desirable characteristics of homes consistent with 
geographical considerations, lessee preferences and costs, 
specifying requirements for design and construction, arranging 
for bidding and the award of construction and related contracts 
and planning for and supervising inspection of construction and 
subsequent follow-up.  The position also participates in broader 
planning for the use of Hawaiian home lands as they apply to 
residential use.  The scope and sequence of activities includes 
the following: 
 
(a) Participating in the initial stages of planning for the 

development of Hawaiian home lands by identifying and 
recommending areas suitable for home sites, preparing home 
construction cost estimates based on knowledge of 
construction costs; and assisting in notifying other agencies 
or developers of proposals; 

 
(b) Planning, implementing and coordinating home construction 

activities including determining desirable home design 
characteristics based on formal and informal studies of 
lessee family needs, preferences and appropriateness relative 
to the location and other factors; developing construction 
and design general guides and recommending soliciting and 
awarding of bids or proposals; conducting pre-bidding 
conferences; recommending the approval of house designs and 
plans; developing contracts for home construction including 
timetables and payment schedules; obtaining clearances and 
establishing standards for inspection (covering federal, 
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county building, health codes and general building 
construction standards); conducting pre-construction 
conferences; maintaining cash flow charts and monitoring 
payments and progress; supervising and coordinating building 
construction inspection; recommending approval of periodic 
payments; reviewing and approving change order requests and 
modifications; supervising final inspections and recommending 
the acceptance of completed work; 

 
(c) Supervising post-construction inspections to determine 

whether repairs fall within contractors' warranties and 
related questions; on a continuing basis, reviewing home 
owners' requests for modification, alterations, repairs and 
replacements relative to cost estimates, adherence to codes, 
standards, regulations and related concerns; and 

 
(d) Participating in the coordination and monitoring of the many 

facets of the Department's housing development programs. 
 

Although the work does not involve the approval of the 
consultant's architectural or engineering designs, it does 
include referring aspects of designs for review by other 
consultants based on inspectional knowledge and experience in 
construction (e.g., verify that topographic/soil surveys allow 
for the kind of concrete footing proposed in construction 
designs, proper grading and drainage of the lot). 
 

The position in this class has extensive personal contacts 
with contractors, representatives of federal, county and other 
state agencies and utility companies and home owners to keep them 
informed of proposed developments, discuss and secure clearances 
and to coordinate activities.  The position in the class reports 
to the head of the Land Management Division and performs the work 
under general supervision.  The position also supervises staff 
conducting building construction inspection. 
 
Examples of Duties: 
 

Examines topographic maps and other materials relating to 
proposed subdivisions and identifies and recommends suitable 
sites for home sites; develops cost proposals based on knowledge 
of construction methods, materials, labor and related factors 
relative to number of units proposed and general design 
characteristics; may recommend changes in cost per unit ceilings 
and justify same; works with lease applications staff to 
determine the number of applicants and their family 
characteristics; works with tenants in the area and others to 
identify preferred housing features, services and other 
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characteristics relative to the location (e.g., weather) and 
infrastructure (presence of sewer or not, use of alternate energy 
methods); keeps private developers and other agencies aware of 
proposals; keeps abreast of transportation plans, educational and 
other services available in the area or to be added as the result 
of the development; recommends the method of offering to the 
applicants (e.g., model homes in which the tenant selects the 
desired home; volume home constructions in which many units are 
similar; tenant construction either by self or through other 
contractors); develops and establishes descriptions of desired 
home features, cost ceilings and related information for 
architectural consultants and housing contractors to follow in 
development of designs and plans for construction; develops 
standards for construction taking into account county building 
codes, federal requirements and general building construction 
standards; receives proposals for model homes, assembles 
committees to review proposed designs and plans and coordinates 
the recommendation of the approval of same; develops contracts 
for home construction and arranges for bidding including 
timetables, standards, payment schedules and obtains legal and 
related approvals; meets with federal, county and other agency 
representatives to obtain necessary clearances and permits; meets 
with representatives of utility companies to coordinate work; 
meets with all involved parties immediately prior to construction 
to assure common understandings and secure cooperation; sees to 
the submission of contractors' certifications of materials and 
supplies; supervises a small staff performing building 
construction inspection; may perform inspections as required; 
resolves problems in inspection; reviews reports and recommends 
the authorization of payments per contract provisions; receives 
and reviews requests for change orders and approvals; supervises 
final inspections and recommends acceptance of home construction; 
receives and supervises the resolution of problems during the 
warranty period; directs the follow-up of corrections covered by 
warranty; supervises and may inspect damages and defaults where 
there is question of coverage by warranty; inspects damages where 
problem of fault is not clearly established; recommends hiring 
outside consultants to determine liability in faulty construction 
and provides legal counsel with inspectional findings; receives 
and evaluates owners' requests for modifications, alterations and 
repairs of homes relative to meeting building regulations and 
codes, reasonableness of cost and related considerations; 
evaluates reliability and workmanship of contractors; keeps 
abreast of housing development funds available to various 
agencies and keeps supervisor informed of same; keeps abreast of 
new construction materials and methods, costs of supplies and 
labor; keeps abreast of the state housing situation, attends 
state housing conferences and seminars; prepares reports and 
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correspondence. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Various methods of building construction of 
single family homes and costs, types and uses of materials (i.e., 
grades of lumber, concrete mix, quality of paint, etc.); accepted 
safety standards; proper methods of inspection for the 
construction of homes; quantity calculations; construction 
equipment and its proper use; federal, all counties and state 
building and utility codes and ordinances and inspection 
standards; general understanding of design standards, codes and 
requirements for various geographical areas relative to home 
construction; labor costs; supplies availabilities; public 
relations. 
 

Ability to:  Supervise and apply proper building inspection 
methods; interpret and apply technical building codes and 
ordinances; develop standards for minimum construction and design 
qualities consistent with federal, state, county and related 
standards; read and interpret building plans, schematic drawings 
and specifications; deal tactfully and effectively with 
contractors, their workers, subordinates, lessees and 
representatives of various governmental and utility agencies and 
secure their cooperation and approvals where required; supervise 
and coordinate the work of subordinate inspectors; develop cost 
estimates for home construction based on knowledge of trade price 
practices, construction practices, labor costs, etc.; evaluate 
different home construction methods; communicate effectively 
orally and in writing. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 
This is the first specification for the new class HOMESTEAD 

HOUSING AGENT. 
 
 
Effective date:  August 1, 1981 
 
 
 
DATE APPROVED: 10/27/82 /s/    Donald Botelho   
         DONALD BOTELHO 

Director of Personnel Services 
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