PART T DEPARTMENT OF PERSONNEL SERVICES 3.361
STATE OF HAWATII

Class Specifications
for the Class:

CHILD SUPPORT ENFORCEMENT SPECIALIST IV
(CHILD SUPPORT ENFC SPCLT IV)

Duties Summary:

Conducts monitoring and evaluation activities required for
the Child Support Enforcement (CSE) program; serves as liaison
person for the program's data processing needs; and performs
other duties as required.

Distinguishing Characteristics:

This class involves responsibility for monitoring and
evaluating the operations of state and county agencies and units
involved in CSE to insure their conformance with Federal and
State laws, regulations and procedures and compliance with
working and cooperative agreements. The work includes planning
and developing guidelines to initiate and monitor working and
cooperative agreements with various agencies, developing and
maintaining a system of data collection and analysis and
conducting planned on-site evaluations of agencies and units.

In addition, a position in this class also serves as liaison
person for the CSE program's data processing needs by reviewing
program regulations, guides, policy interpretations, etc.,
identifying program information requirements and working with
data processing personnel to assure compliance with federal
reporting requirements.

A position in this class receives general supervision and
carries out assigned responsibilities in accordance with
pertinent Federal and State laws, regulations, guides and
directives, and departmental and other general policy and
procedural guides. Significant personal contacts are maintained
with personnel of agencies with cooperative agreements,
departmental data processing staff, CSE program staff, federal
personnel and others.

Examples of Duties:

Plans and develops guidelines to initiate and monitor
working and cooperative agreements with various state and county



PART I Page 2
CHILD SUPPORT ENFC SPCLT IV 3.361

agencies; reviews agreements on a continuing basis and recommends
changes and/ or makes changes as necessary; organizes evaluation
team when specific expertise, such as financial auditing, 1is
required; conducts on-site review and evaluation of operations of
all agencies and operating units involved in Child Support
Enforcement program; prepares evaluation and other reports;
identifies training needs of agencies' and operating units'
personnel through evaluation activities; participates in
training, as necessary; assists agencies in developing cost
allocation plans; develops and maintains a system

of data collection and analysis to ascertain levels of
performance of agencies and operating units; explains data to
Child Support Enforcement staff, public officials and other
interested groups or individuals; reviews and evaluates all
requests for Federal Financial Participation for compliance with
Federal regulations; develops, clarifies, evaluates and monitors
procedures and working/ cooperative agreements for assigned area
of responsibility; reviews existing manuals, discusses data
processing needs with Child Support Enforcement staff and
identifies data processing information requirements; assures
compliance with federal reporting requirements; serves as Child
Support Enforcement staff liaison with data processing personnel;
prepares correspondence, memos and instructions for assigned area
of responsibility.

Knowledge and Abilities Required:

Knowledge of: Child Support Enforcement program goals and
objectives, pertinent laws, regulations and procedures; basic
management principles as they relate to effective work
organization and staff utilization; research and evaluation
methods and techniques; and report writing.

Ability to: Conduct research and management studies for
program evaluation purposes; identify and analyze operational/
management problems and recommend solutions; analyze and
interpret data, reports and other findings; interpret and explain
pertinent federal and/or state regulations; communicate
effectively both orally and in writing; develop and maintain
effective working relationships with others; prepare clear and
concise reports; adhere to administrative policies and
procedures.
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This is the first specification for the new class CHILD
SUPPORT ENFORCEMENT SPECIALIST IV.

Effective Date: Dec. 2, 1981

DATE APPROVED: 12/2/81

DONALD BOTELHO
Director of Personnel Services
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