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 Class Specification 
 for the Class: 
 
 HAWAII CRIMINAL JUSTICE DATA CENTER ADMINISTRATOR 
 (HCJDC ADMINISTRATOR) 
 
 
Duties Summary: 
 
 Administers the activities of the Hawaii Criminal Justice 
Data Center (HCJDC); and performs other related duties as 
assigned. 
 
Distinguishing Characteristics: 
 
 The HCJDC is responsible for the statewide collection, 
storage, dissemination and analysis of all pertinent criminal 
justice data from, and to, all State and county criminal justice 
agencies. 
 
 This class reflects responsibility for the administration of 
the HCJDC which includes formulating program policies and 
procedures; maintaining liaison with various State, county and 
federal criminal justice agencies; developing and presenting 
legislative proposals; directing the operations of the statewide 
criminal justice information system, and the criminal and civil 
identification programs; the expungement of criminal history 
records; and serving as Executive Secretary to the Criminal 
Justice Interagency Board. 
 
 The HCJDC Administrator receives direction from the Attorney 
General and administers the statewide program in such a manner as 
to balance the right of the public and press to be informed, the 
right of privacy of citizens and the necessity for law enforcement 
agencies to utilize the tools needed to prevent crimes and detect 
criminals. 
 
Examples of Duties: 
 
 Plans, organizes and directs the operations of statewide 
criminal justice information systems and criminal and civil 
identification programs; estimates, projects and schedules future 
requirements and the resources needed to meet them; initiates and 
maintains plans that are responsive to the goals of the HCJDC; 
serves as Executive Secretary to the Criminal Justice Interagency 
Board; researches proposals in the field of criminal justice; 
provides a reporting function to interested parties in the form of 
annual, quarterly and special reports; provides for 
confidentiality of sensitive information; prepares, presents and 
justifies the budget; maintains liaison with various State, county 
and federal criminal justice agencies; researches criminal justice 
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issues; develops legislative proposals; submits specific bills for 
legislation; drafts and provides testimony to legislative 
committees; secures support from criminal justice community; 
advises the Attorney General and the Governor on criminal justice 
issues impacting information systems or criminal justice data; 
speaks to various criminal justice groups, agencies and 
departments; assumes responsibility for personnel management 
including hiring, training and staff development, performance 
evaluations and discipline; and prepares reports, correspondence 
and other materials. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  The criminal justice system and the functions 
of and relationships among its components; the significance of a 
criminal justice information system, its attributes and 
deficiencies; research methods and techniques; report writing; 
principles and practices of supervision; principles and practices 
of public administration, including budget preparation and 
execution and the legislative processes. 
 
 Ability to:  Administer an information system for a variety 
of specialized, interrelated criminal justice programs; prepare 
and present legislative proposals and testimony; speak effectively 
to individuals and before groups; analyze and deal effectively 
with problems and issues in a criminal justice information 
program; 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; and resolve administrative problems in 
personnel, budgeting, etc. 
 
----------------------------------------------------------------- 
 
 This is an amendment to the specification for the class 
HAWAII CRIMINAL JUSTICE DATA CENTER ADMINISTRATOR (HCJDC 
ADMINISTRATOR) approved on November 7, 1986. 
 
 
 
 
DATE APPROVED: 12/16/92  /s/  Ann K. Kon 
   SHARON Y. MIYASHIRO 

Department of Personnel Services 
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