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 Class Specifications 
 for the Class: 
 
  WORKERS’_COMPENSATION CLAIMS PROCESSING SUPERVISOR 
  (WKRS’ COMP CLAIMS PRCSSG SUPVR) 
 
Duties Summary: 
 
 Directs and coordinates the processing of program-wide 
workers’ compensation claims and the maintenance of program 
records; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class is distinguished by its branch level 
responsibility for the processing of workers’ compensation 
claims to ensure the correct and timely handling of cases 
throughout the State and their effective closing.  Claims 
documents are reviewed for correctness and completeness, claims 
are referred for investigation, inspection and/or hearing, and 
cases are closed after benefit payments are completed and all 
requirements are met.  A thorough knowledge of workers’ 
compensation laws, rules, regulations, procedures and precedents 
is required, and the position in this class deals 
authoritatively with claimants, attorneys, insurance carriers, 
employers and neighbor island operations. 
 
 Responsibility includes the development of goals and 
priorities, policies and procedures, and guidelines and methods 
to improve productivity and effectiveness.  The position 
participates in divisional program planning, budget preparation, 
review of proposed legislation and other functions. 
 
 The position in this class also provides administrative 
supervision to a staff responsible for ensuring the adequacy of 
employers’ workers’ compensation insurance coverage and for 
determining employers’ financial solvency on applications for 
self-insured status. 
 
Examples of Duties: 
 
 Plans, organizes and directs the review of all workers’ 
compensation claims case files for determination of the adequacy 
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and completeness of records, the referral of claims for 
investigation, inspection, and/or hearing, and the closing of 
cases after all benefits have been received by injured 
employees, all expenses paid, and all requirements met; reviews 
the difficult and complex cases referred by subordinates when 
they are unable to make determinations for lack of precedents or 
clear-cut guidelines; where deemed necessary in the 
review of difficult cases, obtains from principals involved all 
reports, documents or additional data essential to ready a case 
for hearing or to reach a determination that closing is 
appropriate; discusses the status of particular cases with 
employees, employers, physicians, insurance companies and 
representatives of involved parties to explain policies and 
procedures, interpret rules and regulations, clarify provisions 
of the law, etc.; reviews case records to determine relevance of 
requests for subpoenas and recommends granting of request to 
program administrator or returns request with reason for denial; 
interviews claimant requesting commutation of benefits and 
reviews supporting documents to determine whether all, part, or 
none of the benefits should be commutated; prepares or directs 
preparation of appropriate computations for commutation of 
benefits, forwards request to the program administrator for 
signature, and notifies claimant of decision; develops and 
installs an accurate statistical reporting system; conducts 
studies of and reviews operational procedures, policies, etc., 
to improve processing of claims; provides program data and 
information pertinent to workers’ compensation claims processing 
and review activities to program administrator for consideration 
in development of program plans, budget, legislative proposals, 
rules and regulations, policies and, practices; directs the 
receipt, recording and filing of claims, insurance policies and 
endorsements, daily reports on intentions to underwrite new 
policies, changes in ownership of companies, etc., insuring the 
accuracy and reliability of data and information as well as 
observance of proper procedures for reporting and making changes 
to filed documents; provides administrative supervision over 
staff responsible for ensuring the adequacy of employers’ 
workers’ compensation insurance coverage, and for determining 
employers’ financial solvency on applications for self-insured 
status; reviews documents and payment authorizations to insure 
that benefit payments made from the workers’ compensation 
special compensation fund are consistent with the terms set 
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forth in decisions or agreements; controls and maintains 
inventory, equipment, requisition and other related functions. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Applicable provisions of the Hawaii State 
Workers’ Compensation laws, rules and regulations; operations, 
policies and objectives of the Hawaii Workers’ Compensation 
Program; principles and practices of supervision; sources of 
information relating to medical conditions and terminology; 
basic requirements for securing adequate workers’ compensation 
coverage, terminology and work processes involved in determining 
adequacy of coverage and the relationship of this function to 
workers’ compensation program operations. 
 
 Ability to:  Plan, organize, direct and coordinate workers’ 
compensation claims processing and related functions; conduct 
operational studies; analyze data and draw logical conclusions; 
communicate effectively both orally and in writing; work well 
with doctors, claimants, insurance carriers, their 
representatives and others; read and interpret legal documents; 
develop, implement, and maintain a system of workers’ 
compensation recordkeeping. 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class WORKERS’ 
COMPENSATION CLAIMS PROCESSING SUPERVISOR. 
 
Effective Date:  January 16 1980 
 
 
 
 
DATE APPROVED: 10/31/83  /s/ James H. Takushi 
   JAMES H. TAKUSHI 

Director of Personnel Services 
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