
PART I  DEPARTMENT OF PERSONNEL SERVICES 3.822 
   STATE OF HAWAII 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
     
   Class Specifications 
   for the Class: 
  
 UNEMPLOYMENT INSURANCE SPECIALIST VI 
 (UNEMPLOYMENT INS SPCLT VI) 
 
Duties Summary: 
 
 Plans, organizes, directs and coordinates the unemployment 
insurance activities of an extensively organized section; 
coordinates program development and management activities carried 
out by a staff of lower-level specialists; and performs other 
related duties as assigned. 
 
Distinguishing Characteristics: 
 
 Unemployment Insurance Specialist VI positions are typically 
of two general types: 
 
 1. A position with responsibility for supervising the 

unemployment insurance operations and activities of an 
extensively organized section where the work is so 
intense as to require two levels of subordinate 
supervisors.  This type of position receives general 
direction from an Unemployment Insurance Manager 
position. 

 
 2. A supervisory program specialist position with 

responsibility for planning, developing, coordinating, 
implementing and evaluating the various aspects of the 
unemployment insurance program throughout the State.  
Supervises a staff of subordinate program specialists 
assigned to activities of a major unemployment insurance 
functional area.  Receives general direction from an 
Unemployment Insurance Program Development Officer. 

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

operations of work units involved in training allowance 
payments, benefit claims taking, and examination, 
adjudication, investigation and payment activities; 
develops and implements plans of actions for 
accomplishing program goals; analyzes requirements in 
terms of manpower, costs and facilities; review and 
evaluates the overall functions and activities of the 
section to determine effectiveness of operations and 
accomplishment of program goals; reviews and analyzes 
monthly activity reports from subordinate supervisors; 
defines functions, responsibilities and relationships; 



PART I Page 2 
UNEMPLOYMENT INS SPCLT VI 3.822 
 
 

establishes the most efficient methods for performing 
operations and activities, resolves existing or 
anticipated problems; review budgetary workload estimates 
submitted by subordinate supervisors; prepares budget 
estimates and justifications; prepares and submits 
operational reports to a higher level supervisor; meets 
with subordinate supervisors; develops and maintains 
effective participation of subordinates in their 
respective parts of the program; keeps staff currently 
informed of new developments and changes in laws, rules, 
regulations and policies; provides opportunities for 
staff training and other activities for the development 
of each employee; evaluates work performance of 
subordinate supervisors; and may serve as acting branch 
supervisor during the absence of immediate supervisor. 

 
 2. Coordinates program development and implementation of 

activities on a statewide basis; plans and directs the 
work of a staff of lower-level program specialists 
involved in program development, evaluation and 
implementation; coordinates the preparation of the 
division's budget, and develops procedures and standards 
for controlling expenditures; directs a public 
informational program; provides technical advice and 
assistance to line personnel; develops, recommends and 
supervises special studies; recommends staff improvement 
and training programs for line personnel; coordinates 
public relations activities in all county jurisdictions 
to promote understanding of the program; develops and 
prepares comprehensive reports; and supervises 
subordinate program specialists and others assigned to 
assist. 

 
Knowledge and Abilities Required: 
 
 Knowledge of:  The knowledge and abilities required at the 
Unemployment Insurance Specialist V level and a comprehensive and 
detailed knowledge of the organization, policies and practices of 
the unemployment insurance program. 
 
 Ability to:  Explain and apply the policies and practices of 
the unemployment insurance program; marked ability to coordinate 
program development and implementation activities; and marked 
ability to assess and evaluate program deficiencies and recommend 
improvements. 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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 This is an amendment to the specification for the class 
UNEMPLOYMENT INSURANCE SPECIALIST VI (UNEMPLOYMENT INS SPCLT VI) 
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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