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STATE OF HAWAII

Class Specifications
for the Class:

RETIREMENT SYSTEM BENEFITS MANAGER
(RETIREMENT SYSTEM BENEFITS MGR)

Duties Summary:

Plans, organizes, manages, directs, and coordinates the activities of the Enroliment,
Claims and Benefits Branch of the State of Hawaii Employees’ Retirement System (ERS);
and performs other related duties as assigned.

Distinquishing Characteristics:

This class reflects the work of the chief of the Enrollment, Claims and Benefits
Branch of the State of Hawaii ERS which is responsible for planning and coordinating the
retirement program for State and County employees and retirees including enrolling
eligible members; providing counseling services and information; computing and
authorizing claims for benefits; refunding contributions to members who terminate
employment; reviewing Medical Board and hearing officers' decisions; adjudicating claims
for death benefits to beneficiaries; and participating in the development of program plans,
rules and regulations, policies and procedures.

The sole position in this class plans, coordinates, directs and supervises all activities
of the branch through subordinate supervisors and program staff. In addition, the position
in this class resolves controversial or novel claim cases or other highly complex problems;
reconsiders claims that are pending formal appeal by the claimant; interprets laws, rules,
regulations and other legal requirements for subordinates; and plans and coordinates
improvements in the branch's operations and services. General supervision is provided by
the Administrator or Assistant Administrator of the ERS.

Examples of Duties: (The sole position may not be assigned all of the duties listed,
nor do the examples necessarily include all the duties that may be assigned. The
omission of specific statements does not preclude management from assigning such
duties if such duties are a logical assignment for the position. The classification of a
position should not be based solely on the examples of duties performed.)

Plans, organizes, coordinates and manages operations and activities of the
Enroliment, Claims and Benefits Branch; supervises, manages and directs the receipt and
processing of applications for service and disability retirement benefits, refund of
contributions and death benefits claims; plans, organizes, directs and supervises the
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development and execution of operational plans of the branch; directs studies of program
operations, program evaluation and program development activities including the
computerization of ERS operations; directs the development of an informational program
for ERS members and other interested parties including preparation of informational
hand-outs, self-help worksheets, brochures, handbooks, audio and/or video packages;
directs section supervisors in staff development and implementation of new procedures;
reviews subordinates’ work assignments and their projections of short- and long-range
goals and objectives; sets long- and short-term goals and objectives for the branch;
recommends appointments to vacant positions and other personnel actions including
promotions and transfers, leaves, etc.; develops operational and training manuals for staff;
interprets and/or clarifies laws, rules, regulations and policies for subordinates and others;
resolves controversial claims and novel or unprecedented work problems; prepares and
justifies the branch's budget and submits requests for personnel, materials and other
resource needs; recommends new or amendments to existing laws, rules, regulations and
policies; works with and maintains liaison with other agencies and individuals to explain
policies, legal requirements and to resolve controversial and highly complex problems;
offers testimony in court for contested claims and benefit cases; authorizes payments for
retirement benefits, death benefits, refunds, etc.; speaks before groups about benefits,
services and other matters pertaining to the ERS; and resolves grievances from
subordinates.

Knowledge and Abilities Required:

Knowledge of: Laws, rules, regulations, policies, procedures and practices relating
to the State of Hawaii ERS; extensive range of principles, practices and techniques of
claims examination, development and adjudication; and report and letter writing.

Ability to: Plan, organize, manage, supervise and direct the activities of the
Enrollment, Claims and Benefits Branch; read, comprehend and interpret complex laws,
rules, regulations, reports and studies; review and analyze overall operations and
services and recommend improvement measures; prepare budget requests; apply
analytical methods and techniques in resolving controversial claims and highly complex
problems; supervise subordinates and conduct appropriate training programs; recognize
the need for new or amended classes, rules, regulations and policies and make
appropriate recommendations; speak before groups and communicate effectively orally
and in writing; and establish and maintain effective working relationships with others.
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This is a change in title from Enrollment, Claims and Benefits Manager, which was
approved on December 21, 1998, to RETIREMENT SYSTEM BENEFITS MANAGER
(RETIREMENT SYSTEM BENEFITS MGR).

Effective Date: September 7, 2000

DATE APPROVED: 9/25/00 /s/ Dawn M. Young

for DAVIS K. YOGI, Acting Director
Department of Human Resources Development




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


