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 Class Specifications 
 for the Class: 
 

FUNDS MANAGEMENT ADMINISTRATOR 
 
 
Distinguishing Characteristics: 
 

This class is distinguished by its responsibility for 
administering the State’s programs of cash and debt management, 
and various loan funds.  Emphasis is on meeting the State’s 
financial obligations while deriving maximum returns on available 
cash.  Two important aspects of cash and debt management include 
assisting the director in:  (1) analysis, verification and 
computation of revenue and expenditure data and the study of 
variances and trends in order that maximum effective cash flow, 
commitment of funds in the investment market and yield on 
investments is attained and maintained consonant with the 
provision of adequate money to enable the State to liquidate its 
day-to-day and fluctuating obligations; (2) establishment, 
maintenance and interpretation of financial management policy and 
procedures to enable maximum return on funds within statutory and 
regulatory requirements, and other constraints.  Functions 
administered include the receipt, safekeeping, accounting, 
investment, lending and disbursement of funds; distribution of 
tax collections; assessment and collection of debt service;  
safekeeping of investments and safekeeping of securities; 
preparation for and promotion of the sale of general obligation 
and revenue bonds; loan of funds to students under special loan 
programs; and escheat procedures. 

 
The position in this class is subject to the general 

supervision and direction of the Director of Budget and Finance, 
and operates in accordance with applicable laws, rules, 
regulations, etc.  Supervision is exercised over a staff of 
professional and other personnel.  Public contact is significant 
in maintaining effective relationships with banking institutions, 
investment firms and others.  
 
Examples of Duties: 
 

Advises the Director of Budget and Finance on the management 
of the State’s cash resources and on its public debt; directs the 
conduct of studies and plans operations; plans, recommends and 
executes policies, procedures and methods to finance the 
operations of the State government, including a sale of general 
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obligation bonds; directs the preparation of reports on problems 
in public finance, investments, etc.; reviews reports and 
statements on receipts, disbursements, cash balances, cash flow 
forecasts, etc.; approves payment of State funds to redeem 
warrants issued by the State, to purchase investments, and to 
transfer moneys between accounts and among banks; approves 
deposits and withdrawals from bank accounts; directs review of 
collateral pledged by banks as security for moneys on deposit, 
and directs safekeeping of securities; directs the preparation of 
statements on bond sales and its distribution locally and on the 
mainland, provides further clarification as requested, arranges 
for actual transaction, etc.; makes appropriate study to 
determine the scope and priority of issuance of general 
obligation bonds; reviews bond resolutions authorizing the sale 
of revenue bonds by State agencies; directs the guaranteed 
student loan program; conducts program planning and evaluation 
activities, and budget preparation; evaluates work of 
subordinates, recommends position and personnel actions, provides 
for training, and performs other personnel management functions; 
determines the amount of debt service charges on general 
obligation and revenue bonds, effectuates transfers of moneys to 
mainland banks which act as co-paying agents, and directs 
computation, assessment and collection of debt service charges on 
general obligation bonds issued for State agencies and the 
counties; prepares correspondence and operational reports; 
represents the department head in meetings with governmental 
officials and other personnel on State finances; speaks to groups 
and individuals relative to the program and activities; drafts 
and reviews pertinent legislative proposals. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Public finance; investments and investment 
banking; risk management; financial planning; accounting; laws 
and regulations relating to the sale of securities and public 
improvement bonds; principles and practices of administration; 
principles and practices of supervision. 
 

Ability to:  Plan, organize, direct and coordinate cash and 
debt management functions; deal effectively with subordinates and 
others; formulate and implement policies and procedures; analyze, 
interpret and prepare financial statements; interpret trust 
documents; prepare prospectus for the sale of bonds. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
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This is an amendment to the class specification for the 
class FUNDS MANAGEMENT ADMINISTRATOR, which was approved on 
August 19, 1974, incorporated in the EMCP effective July 1, 1981, 
and reviewed for accuracy on August 12, 1982. 
 
 
 
 
DATE APPROVED: 5/19/98  /s/  James H. Takushi 
   JAMES H. TAKUSHI 

Department of Personnel Services 
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