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   Class Specifications 
   for the Class: 
 
 UNEMPLOYMENT INSURANCE SPECIALIST V 
 (UNEMPLOYMENT INS SPCLT V) 
 
Duties Summary: 
 
 Supervises and coordinates the unemployment insurance benefit 
activities of an operational unit within a metropolitan area; 
conducts special projects and surveys for program development and 
improvement; participates in program planning and develops manuals 
and standards; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 Unemployment Insurance Specialist V positions are typically 
of two general types: 
 
 1. A full-time supervisory position located in a 

metropolitan area, with responsibility for directing the 
activities of a work unit engaged in claims taking, 
examination, investigation, adjudication and payment of 
unemployment insurance benefits and/or payment of 
allowances for retraining under various State and Federal 
programs.  This type of position receives general 
direction from a higher level unemployment insurance 
specialist. 

 
 2. A program specialist position with responsibility for 

performing extensive and intensive work in a major 
unemployment insurance functional area.  On a continuing 
basis, performs the most complex and difficult 
assignments in the areas of program development, 
implementation and evaluation; the development and 
implementation of new and revised policies, procedures, 
techniques and standards; the provision of technical 
advice and assistance to line offices; and in budget 
preparation.  An incumbent works under the general 
direction of a higher level unemployment insurance 
specialist; assignments are carried out with considerable 
independence and recommendations are not usually 
questioned on a technical basis. 

 
Examples of Duties: 
 
 1. Plans, organizes, directs and coordinates the 

unemployment insurance activities of an operational unit 
in accordance with agency policies, procedures and 
standards; accomplishes the objectives of the unit 
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through subordinate supervisors; evaluates the quality 
and effectiveness of unemployment insurance services by 
analyzing statistical reports and conducting periodic 
reviews of activities; recommends necessary remedial 
action to correct deficiencies; conducts and/or provides 
formal or on-the-job training for staff development; 
recommends staffing requirements necessary to accomplish 
the activities of the unit; meets with subordinate 
supervisors to discuss or explain new policies, 
directives and program activities; prepares and submits 
to a higher level specialist the budgetary work load 
estimates of the unit; prepares reports of activities; 
and evaluates the work performance of subordinates. 

 
 2. Performs work in a major unemployment insurance 

functional area; conducts special projects and surveys 
for program development and improvement; conducts 
feasibility studies of new and proposed legislation to 
determine adequacy or effectiveness; assist in short and 
long range program planning; participates in the 
preparation of the division's budget; conducts benefit-
cost analysis of operating practices, and develops 
controls for program expenditures; prepares precedent 
manuals and develops revisions to existing standards 
based upon court rulings and administrative decisions; 
conducts continuing research of rulings, decisions and 
opinions rendered by other states, and develops proposals 
for changes to existing standards; consults with legal 
staff and prepares law interpretation statements; 
develops handbooks, brochures, informational material and 
training aids; appears before employers and other groups 
to promote understanding of the unemployment insurance 
program; evaluates program operations for compliance with 
operating standards and guidelines, and develops changes 
to operations as necessary; and provides technical advice 
and assistance to line supervisors in interpreting and 
implementing new or amended programs, procedures and 
practices. 

 
Knowledge and Abilities Required: 
 
 Knowledge of:  The knowledge and abilities required at the 
Unemployment Insurance Specialist IV level and a comprehensive 
knowledge of the unemployment insurance program. 
 
 Ability to:  Analyze, evaluate and draw sound conclusions 
from available data; and marked ability to prepare comprehensive 
reports. 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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 This is an amendment to the specification for the class 
UNEMPLOYMENT INSURANCE SPECIALIST V (UNEMPLOYMENT INS SPCLT V) 
approved on September 20, 1982. 
 
 
 
DATE APPROVED: 12/7/92 /s/ Ann K. Kon 
  for  SHARON Y. MIYASHIRO 

Director of Personnel Services 
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