PART T DEPARTMENT OF PERSONNEL SERVICES 3.362
STATE OF HAWATII

Class Specifications
for the Class:

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

Duties Summary:

Serves as principal program specialist for the Child Support
Enforcement Program; provides technical consultation to and
participates in training various staff concerned with the Child
Support Enforcement Program; and performs other duties as
assigned.

Distinguishing Characteristics:

This class reflects responsibility for serving as the
principal program specialist responsible for the development of
policies and procedures, preparation of the State Plan and
evaluation of the Child Support Enforcement Program. The work
involves developing, clarifying, evaluating and monitoring rules,
regulations, policies and procedures in accordance with Federal
program guides and directives as well as departmental and other
general policy and procedural guides and precedents; and serving
as technical consultant to, and assisting with training of,
personnel concerned with the Child Support Enforcement Program.

A position in this class maintains significant personal
contacts with Federal, State and/or County officials or
employees, departmental officials and employees and other
interested groups and individuals.

Examples of Duties:

Reviews federal and/or state requirements, conducts
appropriate studies, and modifies and/or writes new standards,
policies and procedures for public hearing; prepares and
finalizes proposed regulations; prepares documents necessary for
maintenance of the State Plan; prepares memos, correspondence,
legislative testimony, reports, requests for legal opinion, etc.;
prepares departmental inquiries, comments or proposals concerning
federal and/or state regulations, statutes, etc., particularly as
they related to Hawaii's Child Support Enforcement program;
coordinates Child Support Enforcement program requirements with
the operations and requirements of related programs in the
department and other agencies, assists in the preparation of
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interrogatories; provides consultation and advice and/or training
to personnel concerned with the Child Support Enforcement
Program; interprets and clarifies policies and procedures to
assure uniform compliance; reviews management and statistical
reports, case records, studies, etc., conducts field and other
special studies, confers with staff from other agencies to assess
need for program modifications, policy changes, etc., prepares
reports on findings and initiates/recommends corrective action;
formulates or participates in the formulation of budget requests;
conducts studies, and/or provides information, relating to
workload and performance standards, manpower requirements, etc.;
ensures that federal reporting requirements are met on a timely
basis; makes presentations on Child Support Enforcement Program
to various groups and individuals and carries out related public
relations activities; investigates complaints concerning Child
Support Enforcement Program services, as assigned; and
coordinates visits/audits by Federal representatives.

Knowledge and Abilities Required:

In addition to those knowledge and abilities required at the
lower level, this class requires:

Knowledge of: Governmental processes, including operational
processes of the courts and legislature; and Administrative
Procedures Act and procedures related to conducting public
hearings.

Ability to: Formulate specific standards, policies and
procedures for the Child Support Enforcement Program; make
presentations on Child Support Enforcement Program to various
groups and individuals; and coordinate Child Support Enforcement
Program requirements with the operations and requirements of
related programs in the Department and other agencies.

This is the first specification for the new class CHILD
SUPPORT ENFORCEMENT SPECIALIST V.

Effective Date: Dec. 2, 1981

DATE APPROVED: 12/2/81

DONALD BOTELHO
Director of Personnel Services
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