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 Class Specifications 
 for the 
 
 ARTS PROGRAM SPECIALIST SERIES 
 
 
 This series includes all classes of positions involved in a 
statewide program for the preservation and furtherance of Culture 
and the Arts in Hawaii.  The concern of the program is with:  
(1) assisting in coordinating the plans, programs and activities 
of individuals, associations, corporations and agencies concerned 
with the preservation and furtherance of culture and the arts; 
(2) appraising the availability, adequacy and accessibility of 
culture and the arts to all persons throughout the State and 
devising programs whereby culture and the arts can be brought to 
those who would otherwise not have the opportunity to participate; 
and (3) stimulating, guiding and promoting culture and the arts 
throughout the State. 
 
 The program consists of a multitude of efforts, activities and 
programs such as festivals, conferences, exhibitions, symposiums 
and workshops.  Federal grants-in-aid are received and 
administered involving relations with the National Foundation on 
the Arts and Humanities, and there is involvement with many 
community organizations with which to initiate and distribute 
programs of interest to the people of Hawaii. 
 
 Positions in this series are involved in short- and long-range 
planning, preparation of grant proposals and budget estimates; 
surveys, formulation of specific projects or activities, 
development of appropriate relationships and preparation of 
contracts, etc.  Positions in this series require broad knowledge 
of the visual and performing arts, and the ability to deal with 
individuals and groups on matters of culture and the arts as well 
as on matters dealing with contract arrangements, expenditures and 
other business details. 
 
 Levels in this series are distinguished on the basis of 
various combinations of the following factors: 
 
1. Nature and Variety of Work Performed. 
2. Supervision Exercised. 
3. Supervision Received. 
4. Nature of Available Guidelines. 
5. Nature and Extent of Recommendations, Decisions, Commitments, 

 etc. 
6. Originality Required. 
7. Knowledge and Abilities Required. 
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This series replaces the following classes: 
 
  Arts and Culture Specialist II - 2.994 
  Arts and Culture Specialist III - 2.995 
 
 
 

DATE APPROVED: 11/17/1970 /s/     David K. Luke Jr. 
  (for)  JAMES H. TAKUSHI 

Director of Personnel Services 
 
 

 ARTS PROGRAM SPECIALIST II 2.968 
 
 

Duties Summary: 
 

 Performs a variety of work in maintaining liaison and 
coordination relative to ethno-cultural and arts activities; and 
performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class is distinguished by its responsibility for 
assisting higher level specialists by carrying out detailed work 
in the maintenance of liaison and coordination with community 
organizations and participating agencies in the conduct of 
activities.  The work also includes assistance in carrying out or 
handling arrangements for activities. 
 
Examples of Duties: 
 
 Participates in meetings with community groups and other 
agencies to assist higher level specialists in developing 
activities and contracts; follows through on detail plans and 
schedules by serving as liaison and providing assistance in 
reviewing details of plans; assists in assuring that various 
details are carried out such as involving transportation, 
production facilities and equipment; participates in developing 
standard information and publicity for dissemination; contributes 
ideas and suggestions in planning session. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  The various visual and performing arts; culture 
and arts pertinent to Hawaii; culture and arts resources in the 
community. 
 
 Ability to:  Understand the processes and nature of the visual 
and performing arts and deal knowledgeably with others with regard 
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to culture and the arts; maintain effective work relationships 
with a variety of individuals; learn program goals and objectives, 
relationships and administrative requirements with regard to 
projects, contracts, reports, etc. 
 
 
 ARTS PROGRAM SPECIALIST III 2.969 

 
 

Duties Summary: 
 

 Conducts program activities in the development, negotiation 
and completion of statewide ethno-cultural and arts activities; 
and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class is distinguished by its independent responsibility 
for carrying out program activities involving work with community 
organizations, individual artists and performers, officials of 
other governmental agencies, and other interested persons or 
groups.  A position in this class develops all details for 
assigned activities including the preparation of contracts, 
budgets, schedules, etc.  A position in this class may supervise 
lower-level specialists and clerical personnel. 
 
Examples of Duties: 
 
 Participates in overall planning discussions and development 
of schedules; develops details of activities and recommends 
approval; handles all arrangements with regard to assigned 
activities including the preparation of contracts, the scheduling 
of performances and the handling of arrangements such as for 
transportation, auditoriums, special props and lighting, etc.; 
assists in arranging conventions, conferences, symposiums and 
seminars; deals with community organizations to obtain their 
cooperation and assistance, and speaks to groups and individuals 
in order to promote support for activities; maintains contract and 
expenditure records and files; initiates purchase of supplies and 
equipment, prepares periodic financial and other operational 
reports. 
 
Knowledge and Abilities Required: 
 
 In addition to knowledge required by work at the next lower 
level, a position in this class requires knowledge of program 
goals and objectives, community organizations involved in culture 
and the arts; contract, budget preparation and record-keeping 
requirements and procedures pertinent to the work.  In addition to 
abilities required by work at the next lower level, a position in 
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this class requires the ability to deal with a broad range of 
contracts in culture and the arts, and to plan and carry out the 
details of assigned projects. 
 
 
 ARTS PROGRAM SPECIALIST IV 2.970 

 
 

Duties Summary: 
 

 Conducts long-range program planning for statewide ethno-
cultural and arts activities and assists in the overall review of 
the work of lower-level specialists; conducts surveys and prepares 
grants-in-aid applications; and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class is distinguished by its responsibility for 
conducting comprehensive long-range program planning and budgeting 
for all program activities in culture and the arts.  It includes 
independent responsibility for the formulation and presentation of 
plans.  A position in this class also exercises immediate overall 
control over contract terms and conditions, and expenditure of 
funds subject to the general direction of the Director of the 
State Foundation on Culture and the Arts. 
 
Examples of Duties: 
 
 Plans and develops survey activities and directs lower-level 
specialists in completing survey work details; develops and 
recommends short- and long-range program plans and budgets; 
prepares grants-in-aid applications; participates in contract 
negotiations and prepares contract agreements; performs contract 
administration work and expenditure control; establishes and 
maintains liaison with public and private educational arts and 
culture and other agencies, foundations, associations, etc.; 
conducts and controls administrative housekeeping functions. 
 
Knowledge and Abilities Required: 
 
 In addition to knowledge required by work at the next lower 
level, a position in this class requires knowledge of program 
planning, and contract administration pertinent to the work. 
 
 In addition to abilities required by work at the next lower 
level, a position in this class requires an understanding of 
pertinent governmental rules and regulations with regard to 
funding, personnel and expenditures, and the ability to plan and 
organize administrative support and other services. 
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