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 Class Specifications 
 for the Class: 
 
 RETIREMENT SYSTEM ACCOUNTING MANAGER 
 (RETIREMENT SYS ACCOUNTING MGR) 
 
 
Class Distinguishers: 
 
 Managerial Responsibility:  This class reflects a branch 
chief, responsible for managing the activities of the accounting 
programs of the State of Hawaii Employees' Retirement System 
(ERS).  The scope and variety of program activities include 
accounting for investments and auditing investment records from 
the bank custodians, and investment and property managers; 
reviewing financial statements and reports on various investment 
holdings to identify areas of concerns or problems; investing in 
domestic and global short-term investments and managing short-
term cash to maximize earnings while maintaining sufficient 
balances to cover benefit payments and operating expenses; 
auditing claims for retirement, disability and death benefits; 
processing semi-monthly checks to retirees; accounting for 
retirement contributions and salary data for active and inactive 
vested State and county government employees; and cooperating 
with external auditors, Internal Revenue Service (IRS) officials, 
Social Security Administration officials, and State and county 
government fiscal officers. 
 
 Complexity:  This class reflects responsibility for 
planning, organizing, coordinating and directing the activities 
of a diverse fiscal operation through subordinate section 
supervisors.  It is responsible for the accounting of all assets 
in the ERS investment portfolio to insure compliance with 
applicable statutes, rules and generally accepted accounting 
principles; managing the system's cash; and providing 
consultative advice and recommendations on investment strategies. 
 
 Personal Contacts:  The sole position has significant 
responsibility for establishing and maintaining effective working 
relationships with representatives of various private and public 
sector agencies such as the IRS in reviewing and interpreting 
federal income tax laws affecting pension benefits; with 
custodian banks in verifying and settling disputes on proper 
accounting methods and recorded information; with the Social 
Security Administration in the interpreting and discussing the 
impact of proposed legislation; and with investment managers in 
reviewing, analyzing and reconciling records. 
 
 Supervision Received:  The work is performed under the 
general supervision of the Retirement System Assistant 
Administrator and in accordance with administrative policies, 
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procedures, laws, rules and regulations of the ERS, the 
department and Chapter 88, HRS. 
 
 Full Performance Knowledge and Abilities:  (Knowledge and 
abilities required for full performance in this class.) 
 
 Knowledge of:  Principles, methods and practices of 
accounting including government accounting; preparation and 
analysis of financial statements; auditing standards and 
techniques; principles and practices of fiscal administration 
including budgeting and financial reporting; principles, 
strategies and the accounting and reporting requirements for 
investments in common stocks, corporate and government bonds, 
real estate, mortgage, and foreign securities; principles and 
practices of supervision; and laws, rules, and regulations 
affecting the State of Hawaii Employees' Retirement System. 
 
 Ability to:  Plan, organize, manage and direct the 
activities of the accounting and financial management program of 
the State ERS; supervise the work of others; prepare, recommend 
and justify operating budget, expenditure and staffing 
requirements; prepare reports and analysis of financial 
activities; interpret laws, rules and regulations affecting the 
State ERS; maintaining cooperative working relationships and 
negotiations with bank custodians, investment consultants, 
government officials and others; write clear and concise reports, 
correspondence, policies and procedures; and speak clearly and 
persuasively to influence administrators and representatives of 
private and public agencies.  
 
Examples of Duties:  (Positions 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.) 
 
 1. Plans, organizes, directs and coordinates the 

accounting of ERS investments in stocks, bonds, foreign 
stocks, foreign fixed income investments, real estate, 
mortgage loans, limited partnerships, futures, options 
and other financial instruments.  Supervises the 
review, analysis, and reconciliation of bank 
custodians' and investment managers' records to ensure 
that all interest, dividends and other investment 
earnings are properly accounted for, computed, and 
received on a timely basis. 

 
 2. Plans, organizes, directs and coordinates the auditing 

of retirement, disability and death benefit claims; the 
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cash management activities; the processing of all 
checks and payments for retirement, disability and 
death benefits; the processing of purchase orders and 
payments to vendors; the accounting for members' 
salaries and retirement contributions; and refund 
activities of the ERS. 

 
 3. Develops, revises, and maintains the ERS accounting 

system to meet the needs of the system and to 
strengthen the internal accounting control over the 
assets and financial records. 

 
 4. Supervises the preparation of financial statements and 

analyzes and interprets such statements to determine 
needs of management as well as to ensure conformity 
with generally accepted accounting principles. 

 
 5. Responsible for the review of the long-term cash 

forecasts and recommends alternative investments.  
 
 6. Responsible for the review and analysis of short-term 

cash investment alternatives and initiate investment of 
funds to maximize return on investments. 

 
 7. Responsible for the review of performance reports on 

investment managers to verify that proper procedures 
are followed. 

 
 8. Develops and amends guidelines for the computer system 

to account for ERS' assets, liabilities, fund balances 
and summary of financial operations. 

 
 9. Serves as liaison for the external financial audit of 

the ERS and provides schedules, documents, and 
responses to the independent auditors and participates 
in exit audit conferences to determine the validity of 
the audit findings and makes recommendations for 
resolution of discrepancies. 

 
 10. Reviews and adjusts the pension payroll master files to 

ensure that the pension benefit payments are properly 
stated and that only living pensioners and 
beneficiaries are receiving benefits. 

 
 11. Reviews budget justifications and holds discussions 

with appropriate parties to determine validity, 
accuracy and completeness of data. 

 
 12. Interprets federal income tax laws pertaining to the 

benefits paid from the ERS and advises management on 
recommended courses of action. 
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 13. Serves as liaison between the Social Security 

Administration and the State and county employers by 
providing technical assistance in all matters 
concerning social security coverage provided to 
employees. 

 
 14. Serves as liaison between the IRS and the ERS in the 

taxation and reporting of benefits paid from the ERS. 
 
 15. Drafts memorandum and informational materials to aid 

the staff, other agencies and the membership in 
understanding the impact of all tax legislation 
affecting social security coverage and benefits paid by 
the ERS. 

 
 16. Participates in or conducts staff conferences 

pertaining to operational problems. 
 
 - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class RETIREMENT 
SYSTEM ACCOUNTING MANAGER (RETIREMENT SYS ACCOUNTING MGR). 
 
 
Effective Date: 5/1/91 
 
 
 
 
DATE APPROVED: 6/21/96  /s/ Ann K. Kon 
   JAMES H. TAKUSHI 

Department of Personnel Services 
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