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 STATE OF HAWAII 
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 Class Specifications 
 for the Class: 
 
 HOMESTEAD HOUSING DEVELOPMENT MANAGER 
 (HOMESTEAD HOUSING DEV MANAGER) 
  
 
Distinguishing Characteristics: 
 
 This class reflects a branch chief responsible for 
directing, coordinating and overseeing a program which provides 
for the design and construction of housing for native Hawaiian 
beneficiaries on Hawaiian Home Lands throughout the State.  Such 
responsibility involves coordinating with other branches and 
divisions within the department to identify and plan for 
anticipated housing needs and requirements; overseeing and 
supervising subordinate staff engaged in preparing requests for 
proposals for housing design and construction projects and 
performing other project management and marketing/promotional 
activities; facilitating lender participation and the award of 
newly completed housing units to native Hawaiian beneficiaries. 
 
 The sole position in this class works under the general 
supervision of the Division Chief and participates in developing 
and recommending adoption of administrative rules, policies and 
procedures relating to housing needs.  Work is reviewed for 
adherence to policies, priorities, deadlines, final results, and 
cost effectiveness.  Guidelines include the Hawaiian Homes 
Commission Act, 1920, as amended; departmental administrative 
rules, policies, and directives; county, State and federal laws, 
ordinances, codes and regulations governing home building, 
financing and related housing matters. 
 
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 design, 

construction, marketing, and sale of housing units on 
Hawaiian Home Lands. 

 
 2. Works with other branches and divisions in the 

department in order to develop work objectives, 
priorities, schedules and resource requirements for 
branch projects and activities. 

 
 3. Formulates plans for the construction of housing to 

meet specific needs, and makes presentations to the 
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Chairperson and the Hawaiian Homes Commission on 
proposed plans. 

 
 4. Directs and/or conducts field visits to project sites 

to obtain comprehensive information about the land, 
adjoining parcels, available infrastructure, and other 
physical conditions, in order to plan and determine the 
feasibility of various construction and loan funding 
options and requirements. 

 
 5. Facilitates mortgage loan financing by securing the 

assistance of a private lender to process FHA loans; 
and plans and schedules projects based on Farmer's Home 
Loan funds availability. 

 
 6. Oversees the development of requests for proposals and 

advertisements for bids for the design and construction 
of housing projects; directs and/or participates in the 
review and evaluation of proposals and bids; as a 
member of the selection committee, consults with 
architects and engineers to review proposed designs, 
layouts and siting of units and individual homes and 
participates in recommending selection of contractors 
to the Commission. 

 
 7. Directs and/or participates in the negotiation of terms 

for contractual agreements; and directs the preparation 
of contract documents. 

 
 8. Administers construction contracts; directs the 

monitoring of work progress and the conduct of final 
inspections for completed homes; resolves major 
problems encountered by contractors; and reviews and 
recommends change order and payment requests. 

 
 9. Works with Homestead Services Division in conducting 

informational meetings with lessees/prospective lessees 
to provide information on available housing units; 
mortgage loan options, procedures and requirements; and 
award process, etc. 

 
 10. Oversees the provision of advice and assistance to 

lessees/prospective lessees in obtaining financing to 
purchase housing units. 

 
 11. Works with Homestead Services Division in identifying 

lessees with vacant improved lots and directs staff to 
assist those lessees in taking follow-up action to 
ensure that lessees are able to finance home 
construction. 

 
 12. Participates in developing and recommending adoption of 

administrative rules, policies, and procedures 
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governing the housing program, which encompasses 
providing beneficiaries with single-family dwelling, 
multi-family units, rental units, elderly housing, and 
other special housing needs. 

 
 13. Participates in formulating capital improvement project 

(CIP) budget requirements and in preparing CIP 
allotment requests for housing project construction. 

 
 14. Assigns and reviews work of branch staff; and provides 

advice and assistance in resolving highly complex or 
unusual problems. 

 
 15. Participates in establishing and filling branch 

positions; interviews and recommends selection of job 
candidates; provides orientation to new employees; 
provides for staff development; recommends personnel 
actions; evaluates work performance; and maintains 
discipline, counsels staff, and resolves complaints. 

 
 16. Directs the preparation of submittals (e.g., periodic 

and special reports on the status of projects and other 
reports on the work of the branch) to the Hawaiian 
Homes Commission. 

 
 17. Supervises and participates in drafting legislative 

proposals, testimony on county, State and federal 
legislation dealing with housing issues, and comments 
and makes recommendations on legislation passed by the 
State legislature; and analyzes new legislation on 
housing and provides supervisor and others with 
information on their implications. 

 
 18. Supervises and participates in drafting a wide variety 

of correspondence dealing with housing matters; and 
makes presentations to other departmental staff, 
community groups and the general public. 

 
 19. May work with representatives of developers, 

contractors, financial institutions and government 
agencies to determine availability of financing 
resources, to obtain preliminary commitments, and to 
structure agreements.   

 
Knowledge and Abilities Required: 
 
 Knowledge of:  Housing costs and economic trends affecting 
the housing market; mortgage loan sources/options and 
construction and eligibility requirements; basic principles and 
concepts relating to design and construction of housing; research 
and problem solving methods and techniques; report writing; and 
familiarity with laws, ordinances and codes governing land 
development and housing construction. 
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 Ability to:  Plan, organize, direct and coordinate the 
design, construction, marketing and sale of housing units on 
Hawaiian Home Lands; establish and meet overall housing 
development project goals and priorities; read, understand and 
apply provisions in the Hawaiian Homes Commission Act of 1920, as 
amended; read, understand and apply pertinent State, federal and 
local laws, and departmental rules and policies relating to the 
department's responsibility for providing housing to native 
Hawaiian beneficiaries; conduct feasibility analyses for housing 
development projects on designated lands; plan, organize, direct 
and coordinate staff engaged in project management activities 
(e.g., overseeing and inspecting housing construction) and 
marketing, housing unit sale and lease award activities; 
interpret and apply economic trends and housing costs for housing 
project planning; interpret and evaluate housing project 
proposals; interpret residential building and site plans and 
specifications; negotiate agreements and administer contracts; 
interpret mortgage loan eligibility requirements; coordinate the 
awarding of completed housing units to native Hawaiians; 
understand, interpret and apply State laws, rules, regulations, 
policies and procedures pertaining to the procurement of 
contractor/consultant services; understand, interpret and apply 
department rules and policies relating to native Hawaiian 
beneficiary eligibility requirements, options and waiting list; 
understand, interpret and apply CIP budget request and allotment 
requirements; deal effectively with representatives of 
developers, contractors, financial institutions, and government 
agencies; write clear and concise reports, testimony and 
correspondence concerning housing matters; speak and express 
ideas clearly and understandably to groups and individuals; and 
assign, supervise and evaluate the work of subordinates. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is an amendment to the specification for the class 
HOMESTEAD HOUSING DEVELOPMENT MANAGER (HOMESTEAD HOUSING DEV 
MANAGER), which was approved on April 10, 1995. 
 
 
 
 
DATE APPROVED: 4/10/95  /s/  Ann K. Kon 
   JAMES H. TAKUSHI 

Department of Personnel Services 
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