PART I DEPARTMENT OF PERSONNEL SERVICES 8.772
STATE OF HAWAII

Class Specifications
for:

CIVIL IDENTIFICATION SUPERVISOR
(CIVIL ID SUPVR)

Duties Summary:

Supervises the issuance of State civil identification cards; determines the need
for technical improvements and enhancements in fingerprint examination, filing, and the
issuances of ID’s and develops plans to implement such improvements; and performs
other related duties as assigned.

Distinguishing Characteristics:

This class reflects responsibility for overseeing the activities of the State’s Civil
Identification (ID) Section of the Hawaii Criminal Justice Data Center. The Section is
concerned with the registration and issuance of certificates of identification to all
persons applying for such certificates; provision of fingerprint records for verification of
identity to authorized agencies; establishment of positive identification of victims of
mishap; and fingerprinting civil service employees for job clearance purposes.

The position in this class schedules and supervises the work of section
employees who are involved in receiving applications for and issuing photo-identification
certificates; fingerprinting persons applying for identification certificates, as well as civil
service employees; and classifying, filing and searching for fingerprints.

The work of the position in this class includes analyzing and classifying
fingerprints; reviewing the fingerprint classification work of the subordinate staff;
recommending policies and procedures; assisting in budget preparation by compiling
budget data and estimating the needs of the Section; determining the need for technical
improvements and enhancements in fingerprint examination and developing plans to
implement such improvements; assisting other agencies in the identity of persons
through comparisons of fingerprints on file and giving testimony in court as a qualified
fingerprint expert.

The position in this class works under the general supervision of the Operations
Director. Supervision of the Civil ID Section is performed independently with
responsibility for ensuring the efficient operation of the section.
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Examples of Duties:

Supervises and schedules the work of a staff involved in receiving applications
for and issuing photo-identification certificates and classifying, filing and searching for
fingerprints; analyzes and classifies fingerprints; reviews the fingerprint classification
work of the subordinate staff; assists in the evaluation of program operations and
recommends policies and procedures; determines the need for technical improvements
and enhancements in fingerprint examination and develops plans to implement such
improvements within the Civil ID Section; assists in budget preparation by compiling
cost data and estimating the needs of the Section; recommends the use of various
forms for recording and issuing identification certificates; receives and answers
correspondence; supervises and directs the training of subordinates in the field of
fingerprint classification and conducts training for other organizations as requested; may
identify unknown deceased persons through fingerprint examination; provides
interjurisdictional searches as requested; takes action to result in the arrest and
prosecution of persons violating the provisions of the statutes applicable to the civil
identification system; advises on the exchange of information with related federal
agencies and other police jurisdictions; gives testimony in court as a qualified fingerprint
expert as requested; determines eligibility of applicants to receive certificates.

Knowledge and Abilities Required:

Knowledge of: Principles and practices of supervision; the Henry system of
fingerprint classification, comparison, filing and its various extensions.

Ability to: Schedule and supervise the work of others; recommend policies and
procedures; compile budget data and estimate program needs; appear as witness
regarding fingerprint identification; deal effectively with others; determine the need for
further extensions of fingerprint classification files; and instruct others in the Henry and
other systems of fingerprint classification in common use.

This is the first class specification for the new class CIVIL IDENTIFICATION
SUPERVISOR (CIVIL ID SUPVR).

Effective date: December 1, 1983

DATE APPROVED:  4/9/84 /s/ James H. Takushi

JAMES H. TAKUSHI
Director of Personnel Services
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