PART T DEPARTMENT OF PERSONNEL SERVICES 3.358
STATE OF HAWATII

Class Specifications
for the Class:

ALCOHOLISM TRAINING COORDINATOR
(ALCOHOLISM TRAINING COORD)

Duties Summary:

Develops, coordinates and evaluates an in-service training
program for staff personnel of public and private affiliating
agencies and other cooperating agencies in the prevention and
treatment of alcoholism and related problems; and performs other
duties as required.

Distinguishing Characteristics:

This class involves responsibility for independently
developing, coordinating and evaluating an in-service training
program under a federal alcoholism staffing grant for personnel
of public and private affiliating agencies and other cooperating
agencies in the prevention and treatment of alcoholism and
related problems. Work is performed within the framework of
federal guidelines, mental health policies and procedures, and in
collaboration with public and private affiliating agencies and
cooperating agencies.

Examples of Duties:

Assesses training needs of staff through regular contacts
such as advisory board meetings, interagency committee meetings,
interviews, questionnaires, direct observation and/or
participation in clinical services, etc., of the public and
private affiliating agencies and other cooperating agencies;
maintains current knowledge of local and other training resources
available such as consultants, equipment, materials, funds and
special events through telephone calls, correspondence and
personal contacts; develops training plans in collaboration with
affiliating and cooperating agencies to meet identified training
needs; arranges for funds, equipment and materials, personnel
and/or consultants necessary for training sessions and/or
workshops; selects and informs staff of current training
sessions, materials and resources; arranges and coordinates
training sessions for the affiliating agencies and cooperating
agencies; evaluates training program for purpose of meeting
objectives in upgrading the skills of the staff; collaborates
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with other disciplines in planning and developing new programs
and recommending changes in on-going programs where such
developments entail training needs; prepares narrative for
continued alcoholism training grant; provides consultation and
guidance service to affiliating agencies and other cooperating
agencies interested in developing training sessions on alcoholism
and related problems; assumes responsibility for care and
maintenance of equipment and supplies used in the training
program; serves as a leader on various committees and at meetings
and conferences related to training in alcoholism; prepares
and/or presents written and oral reports to federal and other
groups; may conduct training sessions.

Knowledge and Abilities Required:

Knowledge of: Principles, methods and techniques of
training and staff development; occupational research and
evaluation techniques relating to staff working with alcohol
related problems; resources available in the prevention and
treatment of alcoholism and related problems.

Ability to: Develop, coordinate and evaluate a staff
training program to develop personnel knowledge and skills to
improve staff effectiveness in the prevention and/or treatment of
alcoholism and related problems; establish and maintain effective
and cooperating working relationship with others; prepare and
present effective reports, both orally and written; adhere to
policies and procedures; assess and translate training needs into
a systematic training program; identify, review and evaluate
resources and materials and adapt these resources for use in the
alcoholism staff training program.

This is the first specification for the new class ALCOHOLISM
TRAINING COORDINATOR.

DATE APPROVED: 7/23/76 /s/ Wayne J. Yamasaki
DONALD BOTELHO
Director of Personnel Services
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