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   Class Specification 
  for the Class: 
 
   DISABILITY COMPENSATION PROGRAM SPECIALIST II 
    (DISABILITY COMP PRGM SPCLT II) 
 
Duties Summary: 
 
 Serves as program officer in disability compensation; and 
performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class reflects responsibility for assisting in the 
administration of the State's program of disability compensation 
consisting of workers’ compensation, temporary disability 
insurance, and prepaid health care insurance.  A position in this 
class is concerned with the day-to-day administration of one of 
the program areas including evaluating operations, recommending 
statutory and other program changes, recommending personnel and 
financial needs, coordinating with other program officers, and 
maintaining effective relationships with public and private sector 
groups and individuals. 
 
 Functional line activities are supervised by branch chiefs 
who report to the overall program administrator, and such 
activities may service more than one of the program areas.  A 
position in this class also reports to the overall program 
administrator and carries out the planning, evaluation, 
coordination and development of program concepts and operations, 
as well as the conduct and direction of operational activities as 
delegated by the program administrator. 
 
 General direction 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 supervises one or more technical staff 
assistants. 
 
Examples of Duties: 
 
 Formulates and implements program goals and objectives, 
policies and procedures, standards, methods and evaluation 
guidelines; examines pertinent laws, rules and regulations, 
recommends changes, and drafts amendments; directs the development 
of policies, procedures and standards, and the provision of 
technical advice and assistance to operating staff; evaluates and 
determines personnel and financial needs for program 
effectiveness, and provides pertinent data and recommendations for 
program plans and operating budget; directs the monitoring of 
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program operations and directs changes to improve efficiency and 
effectiveness; develops and directs staff training to improve 
operations; maintains proper controls and standards to ensure 
solvency of the special program fund, and recommends investment to 
maximize returns; approves payments for the special fund; 
coordinates with other program officers to resolve operational 
difficulties and conflicts; maintains liaison and coordinates with 
public and private employer groups, insurance carriers and other 
interested groups to develop understanding, support and 
coordinated actions; attends legislative and other hearings, 
provides testimony, and represents the department as required; 
studies and evaluates state and national economic trends which may 
affect the program; directs the maintenance of pertinent records, 
and prepares appropriate reports, correspondence and other 
materials. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Basic concept and principles of insured 
benefit programs relative to disability compensation; principles 
and practices of public administration; principles and concepts of 
management; pertinent laws, rules and regulations; public 
relations; report writing. 
 
 Ability to:  Assist in the administration of a statewide 
disability compensation program; direct and conduct staff studies 
relative to program development and evaluation; speak and deal 
effectively with individuals and groups; write clearly and 
concisely; supervise the work of others. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class DISABILITY 
COMPENSATION PROGRAM SPECIALIST II (DISABILITY COMP PRGM SPCLT 
II). 
 
 
 
DATE APPROVED: 2/18/77  /s/ Donald Botelho 
   DONALD BOTELHO 

Director of Personnel Services 
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