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 Class Specifications 
 for the Class: 
  
  DISABILITY COMPENSATION PROGRAM SPECIALIST I 
  (DISABILITY COMP PRGM SPCLT I) 
 
 
Duties Summary: 
 
 Conducts staff studies, evaluates program effectiveness, and 
recommends changes and applicability of pertinent laws, rules, 
regulations, policies and procedures for statewide administration; 
drafts and develops staff guidelines and public informational 
materials, and carries out their implementation and dissemination; 
and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class represents the principal technical support to a 
program staff officer relative to one of the areas of the State’s 
program of disability compensation.  Studies, recommendations and 
conduct of activities relate to all areas of program planning, 
development, implementation and evaluation. 
 
 General supervision is received by a position in this class, 
and work is performed with considerable independence within the 
framework of specific and general statutes, rules and regulations. 
A position in this class advises line personnel on interpretations 
of laws, rules, regulations and policies and assists in resolving 
operational difficulties. 
 
Examples of Duties: 
 
 Conducts studies and analyses of pertinent laws, rules, 
regulations and policies on the program and its target group; 
reviews proposed legislation, and recommends changes in laws, 
rules, regulations, policies and procedures to improve operations 
and services; may attend legislative and other hearings and 
present testimony; reviews and evaluates program concepts, 
functions, activities and operations to determine effectiveness; 
develops work measurement standards and operating statistics 
requirements, methods and procedures; studies applicability of EDP 
to program operations and evaluation, and formulates requirements 
for further development with EDP personnel; reviews, analyzes and 
interprets computer reports for program evaluation and 
adjustments; drafts program plans and develops operating budget 
reflecting management decisions; reviews organization, staffing 
and operational procedures and recommends improvements; drafts 
memoranda, directives and other policy statements for issuance to 
staff; drafts circulars, handbooks, brochures and other 
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informational material to claimants, employers and others to 
explain program objectives, policies and procedures; develops 
operating policy and procedural manuals, and directs procedures 
for their maintenance; prepares appropriate reports, 
correspondence and other materials. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Basic concept and principles of insured 
benefit programs; principles and practices of public 
administration; pertinent laws, rules and regulations; public 
relations; report writing. 
 
 Ability to:  Plan, organize and conduct staff studies 
relative to program development and evaluation; speak and deal 
effectively with individuals and groups; write clearly and 
concisely. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class DISABILITY 
COMPENSATION PROGRAM SPECIALIST I (DISABILITY COMP PRGM SPCLT I). 
 
 
 
 
DATE APPROVED: 2/18/77  /s/Donald Botelho 
   DONALD BOTELHO 

Director of Personnel Services 
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