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 Class Specification 
 for the Class: 
 
 HAWAII CRIMINAL JUSTICE DATA CENTER ASSISTANT ADMINISTRATOR 
 (HCJDC ASSISTANT ADMINISTRATOR) 
 
 
Duties Summary: 
 
 Assists the Administrator in administering the statewide 
Hawaii Criminal Justice Data Center (HCJDC) programs by assisting 
in formulating, planning, developing, managing and coordinating 
the functions of the Hawaii Criminal Justice Data Center; provides 
direction on the day-to-day operations of the Center's programs; 
and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects the work of the full assistant to the 
Administrator of HCJDC in formulating, planning, developing, 
implementing and evaluating the goals, objectives, programs, 
policies and procedures and in planning, coordinating, managing 
and directing day-to-day operations of the Center's programs 
through subordinate supervisors.  These programs include 
electronic data processing, criminal history record information 
processing, civil and criminal identification and the expungement 
of arrest records. 
 
 This one position class has full independent responsibility 
for the day-to-day management of the subordinate programs and 
units under the general direction of the Administrator whose 
concern is in policy and overall direction and coordination in 
assuring that the program meets statewide criminal justice system 
data and information needs. 
 
Examples of Duties: 
 
 Assists the Administrator in administering the statewide 
HCJDC programs; provides continuing day-to-day direction over the 
statewide HCJDC program through subordinate supervisors; assists 
the Administrator in formulating programs, policies and procedures 
to attain its goals and objectives, in determining future 
statewide identification and criminal justice information system 
requirements and resources, in policy development and in 
developing a contingency plan for the division in the event of a 
strike, emergencies or disasters, in communicating with the 
Legislature and other State and county decision-makers, in 
recruiting and selecting staff and in handling personnel 
grievances; provides clear planning stages for all units in the 
division and revises these projections via action plans; monitors 
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all HCJDC functional programs and directs efforts to improve 
efficiency of these operations and to correct problems and 
deficiencies; directs and coordinates special projects that are 
assigned; conducts various special assignments to facilitate 
overall program management; directs and coordinates preparation of 
the division's segment of the departmental annual report and 
legislative updates; serves as liaison with Hawaii's criminal 
justice system, including the four county police departments and 
prosecutor's offices, the Judiciary, the Intake Service Centers, 
the Community Correctional Centers and all correctional 
facilities, agencies and programs; prepares testimony on 
legislative bills and resolutions, as appropriate and testifies at 
legislative hearings as required; researches issues and drafts 
departmental responses to director's or governor's referrals; 
assumes responsibility for the preparation of position 
descriptions, staff training and career development plans and the 
measurement and evaluation of the branch supervisors' job 
performance; monitors and analyzes accounting, budgeting, 
purchasing and other financial records/services; prepares the 
division's biennium budget, including program expenditures, 
measures of effectiveness and units of measurement and program 
size indicators; annually prepares the State's Variance Report and 
reviews all requests for supplies, equipment, overtime and other 
expenditures and recommends disposition to the Administrator. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  The criminal justice system and the functions 
of and relationship among its components; the significance of the 
criminal justice information system, its attributes and 
deficiencies; report writing; and principles and practices of 
supervision. 
 
 Ability to:  Assist the HCJDC Administrator in formulating, 
developing, planning, implementing and evaluating HCJDC goals, 
objectives, programs, policies and procedures; perform management 
support functions including budget preparation and personnel 
management; plan, organize, supervise, direct and coordinate the 
day-to-day operations of the HCJDC; analyze and deal effectively 
with problems and issues in a criminal justice information 
program; prepare and present legislative testimony; speak 
effectively to individuals and before groups; prepare clear and 
concise reports; establish and maintain effective working 
relationships with those within the division and department, from 
other departments and jurisdictions, legislators, and the general 
public; resolve administrative problems in personnel, budgeting, 
etc. 
----------------------------------------------------------------- 
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 This is an amendment to the class specification for the class 
HAWAII CRIMINAL JUSTICE DATA CENTER ASSISTANT ADMINISTRATOR (HCJDC 
ASSISTANT ADMINISTRATOR) approved on May 6, 1986. 
 
 
 
 
DATE APPROVED: 12/01/92  /s/  Ann K. Kon 
   for SHARON Y. MIYASHIRO 

Director of Personnel Services
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