PART I DEPARTMENT OF PERSONNEL SERVICES 3.546
STATE OF HAWATT 3.547

Class Specifications
for the:

CORRECTIONS PROGRAM SPECIALIST SERIES

Series Definition:

This series includes all classes of positions the duties of
which are to perform staff services to management by performing
program development and evaluation, policy review and
recommendation, and studies of management, organization, staffing
and related concerns relative to all aspects of the States
Corrections program.

Positions in this series are concerned with: (a) analyzing
and evaluating total program efforts; (b) identifying
deficiencies, problems and areas for improvements; (c) formulating

recommendations for improvement including policies, procedures,
standards, and new and innovative approaches; (d) expediting
administrative and logistical matters such as budget preparation
and execution, organization, reorganization, staffing studies,
capitol improvements development, justification and coordination
and (e) providing technical advice and assistance to line managers
regarding program planning components, concerns, problems and
related issues.

Knowledge of the objectives of corrections programs,
corrections issues, problems, program demands in
rehabilitation/redirection, security and related concerns and
techniques of program evaluation, analysis and development and the
ability to conduct program analysis and to provide technical
advisory services to management are required.

Levels in this series are distinguished on the basis of the
nature and scope of work, nature of available guidelines,
originality required, supervision received and exercised, nature
and purpose of personal contacts, nature and scope of
recommendations, commitments and decisions and knowledge and
abilities required.

This is an amendment to the CORRECTIONS PROGRAM SPECIALIST I
and II approved on October 9, 1981 due to incorporation of
managerial levels in EMCP in accordance with Act 254, SLH 1980.

DATE APPROVED: 8/26/82 /s/Clement L. Kamalu
for DONALD BOTELHO
Director of Personnel Services
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CORRECTIONS PROGRAM SPECIALIST I 3.546
(CORRECTIONS PRGM SPCLT)

Duties Summary:

Performs program planning, analysis and evaluation
activities; participates in the development, review and evaluation
of the implementation of policies, procedures, standards and
programs; performs and coordinates administrative studies and
activities concerning management, operating and/or CIP budget,
staffing and related matters; and performs other duties as
required.

Distinguishing Characteristics:

This class reflects responsibility for performing program
planning, evaluation and analysis studies and participating in the
development of program plans, policies, standards, guidelines for
the overall correctional program and/or conducting management,
organization, staffing and related studies and coordinating the
preparation of the operating and/or CIP budget and related
financial documents and organizational/reorganizational packages
for the statewide correctional program.

The work includes the provision of technical advice and
assistance to management and staff and developing and maintaining
cooperative working relationships with staff of other agencies and
groups. A position in this class works under the general
supervision of a higher level Correctional Program Specialist.

The work is performed independently within the assigned area of
responsibility. When assisting a higher level specialist in the
planning, development and evaluation of a major program area,
positions are required to apply Jjudgment and knowledge in relating
the assignment to the overall problems, plans and concerns of the
major program area and to integrate the results. Supervisors
outline the scope and general objectives of assignments and within
this framework, positions are expected to complete the assignment.
Guidance 1s available where unusual difficulties arise.

Examples of Duties:

Conducts technical studies utilizing management, research and
program analysis techniques to evaluate the efficiency and
effectiveness of programs, and operations and to solve problems;
based on research findings, participates in program planning and
recommends changes to objectives, priorities, delivery plans,
resource allocation and related management and administrative
concerns; and formulates new and improved plans for accomplishing
program objectives and maximizing use of personnel, materials and
funding resources; recommends and assists in the determination and
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development of standards, policies, procedures and guidelines for
program activities; provides technical guidance and assistance to
line managers and their staff; participates in budget preparation
and advises on budgetary requirements, controls, expenditure plans
and other fiscal matters; may coordinate the preparation of the
budget and related required administrative fiscal/program
documents; develops recommendations relating to funding
mechanisms, data reporting systems, evaluation measures and tools
and related management services; updates policy and procedural
manuals; develops in-service training programs based on needs
assessment and coordinates their implementation; participates in a
variety of special projects and task forces as assigned; analyzes
new and proposed legislation to recommend applicability,
appropriateness, impact and related concerns; drafts commentary
and recommendations; serves as liaison with various private and
public agencies to explain, interpret programs and services,
resolve problems, exchange information and to maintain effective
working relationships; keeps abreast of changes in correctional
techniques, advances in program designs, theories and informs
divisional staff of new developments, changes in laws, rules and
regulations; may participate in public information activities; and
prepares comprehensive reports.

Knowledge and Abilities Required:

Knowledge of: Philosophy, principles, concept trends and
practices of correctional work; principles and practices of
program development, planning, and budgeting and of staff and
organizational development.

Ability to: Interpret and apply principles of corrections to
specific program problems, concerns, activities of the corrections
program; plan and conduct management studies for program planning
and evaluation purposes; analyze and identify problems and develop
alternatives for the improvement of programs and to assess
alternatives for feasibility; evaluate and participate in
formulating policies, standards, guidelines; provide technical
advice and assistance to line management and staff; communicate
effectively orally and in writing; establish and maintain
effective working relationships.

CORRECTIONS PROGRAM SPECIALIST II 3.547
(CORRECTIONS PRGM SPCLT II)

Duties Summary:

Develops program plans; develops, revises and evaluates
policies, programs, procedures, standards and guidelines for the
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correctional program; and performs other duties as required.

Distinguishing Characteristics:

This class reflects responsibility for performing the most
difficult and complex program planning, evaluation and
developmental activities for one or more major areas of
corrections. The scope of work includes the application of a high
level of technical and professional knowledge of the corrections
field and its problems, concerns and issues in the development of
plans, programs, policies and activities including new and
innovative approaches, in advising and assisting in program,
policy and other implementation and in the evaluation of programs
for major areas such as all adult inmate services or
redirection/rehabilitation programs or all aspects of juvenile
corrections services and programs.

A position works under the general supervision of the head of
the corrections program staff office and may team lead other
specialists for special projects or supervise the work of a few
lower-level assistants. The scope of assignments and the
frequently controversial or often experimental nature of
correctional approaches require the exercise of considerable
expertise in the functional area of assignment, originality in
developing new, innovative and experimental approaches and
techniques in corrections rehabilitation and related concerns and
considerable judgment and discretion because of the impact of the
work on personnel, material and financial resources.

Examples of Duties:

In accordance to those activities found at the next lower
level, a position in this class performs the following types of
activities: conducts major studies of policies and procedures
relative to corrections programs, problems and services and
develops recommendations for major new policies and/or substantial
revisions affecting the program as a whole and/or involving major
changes in direction; monitors and evaluates program/policy
implementation and advises and assists administrators in their
implementation of policies and programs; develops evaluation
criteria such as performance standards, etc., and oversees their
implementation; develops new techniques or methods for meeting
corrections program objectives; develops comprehensive plans for
conducting evaluations and strengthening the State’s corrections
program; resolves major technical or administrative problems
requiring innovative and experimental approaches or reassessment
of basic program objectives, coverages and priorities; serves as
an authoritative source on program content, policies, practices
and procedures for the assigned functional area; discusses program
requirements, resolves problems and secures agreements for
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cooperative interaction and activity and program changes with
other governmental officials; may participate in legislative
hearings to justify program plans, budgetary requirements and to
provide information on the program; may continually supervise
lower-level staff assistants in program studies and may
temporarily team lead for unusually large, complex and detailed
surveys or other special projects.

Knowledge and Abilities Required:

In addition to the knowledge and abilities identified at the
next lower level, applicants must possess the following: thorough
knowledge of the organization, policies and practices of the
State’s correctional program; and the ability to apply such
knowledge in developing new and innovative techniques, approaches,
programs, activities in solving problems and in planning for the
State’s correctional program.
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