
PART I  DEPARTMENT OF PERSONNEL SERVICES 17.356 
   STATE OF HAWAII 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
 
   Class Specification 
   for the Class: 
 
   HOMESTEAD SERVICES ADMINISTRATOR 
   (HOMESTEAD SERVICES ADMR) 
 
 
Duties Summary: 
 
 Plans, organizes, develops and directs the Hawaiian Home 
Lands programs for the awarding of homestead leases and 
departmental loans for farm, pastoral and residential purposes to 
qualified native Hawaiians; directs the provision of various 
services to homesteaders and homestead applicants; directs the 
operation of district offices; coordinates programs, operational 
changes, and developments for the effective and uniform provision 
of services to homesteaders; and performs other related duties as 
assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects responsibility for planning, developing, 
organizing and directing the department's programs for the review 
and processing of applicants for homestead leases; award of leases 
to qualified native Hawaiians for homesteading purposes; the 
review, analysis and recommendation for award of loans to 
qualified homesteaders; and for directing the provision of various 
services to homesteaders and homestead applicants.  Services 
include the maintenance, upkeep and repair of facilities and 
common grounds within homestead areas, roads and water systems, 
the provision of advice and assistance to homesteaders in 
financing homes, farms, and ranches, meeting loan repayments, the 
processing of various legal documents pertaining to leases such as 
transfers or designation of successors, and assisting homestead 
applicants in the application process.  The scope of work also 
includes directing and coordinating the provision of services by 
the district offices for other departmental programs as well as 
responding to inquiries regarding all aspects of the department's 
programs.  When district project personnel perform work for other 
programs of the department they receive technical direction and 
guidance from those other programs. 
 
 The position in this class serves as a division chief, 
reports to the Chairman of the Hawaiian Homes Commission, and 
coordinates and directs operations through managers in charge of 
district operations, loan and collection services, and homestead 
lease application processing.  The incumbent formulates and 
recommends, through the Chairman to the Commission, policies and 
procedures, changes in laws, rules and regulations for the loan 
and lease program and other homestead services programs.  The 



PART I  Page 2 
HOMESTEAD SERVICES ADMINISTRATOR 17.356 
 
 
 
incumbent establishes working relationships with representatives 
of the other divisions and offices of the department as well as 
those of public and private agencies.  On behalf of the 
department, the incumbent may negotiate with federal agencies, the 
terms and conditions of mortgage loans for which the department 
guarantees repayment.  The incumbent may also promote the 
participation of private financial institutions and other 
government agencies in providing financing for loans for Hawaiian 
Home Lands (HHL) homesteaders. 
 
Examples of Duties: 
 
 Establishes divisional work standards, general procedures and 
priorities and coordinates their implementation among the district 
offices and loan/lease programs; oversees and monitors the 
effective and efficient provision of services; directs the 
processing of applications by native Hawaiians for homestead lots 
for agricultural, pastoral or residential purposes; directs the 
review and processing of loan applications for farms and ranches, 
the replacement, repair or improvement of residences and new home 
construction; oversees the provision of services to homestead 
lessees such as the filing of successorship documents, surrenders 
and transfers of leases, and related services; recommends the 
adoption of policies relating to the various aspects of the 
homestead loan and lease programs including, but not limited to, 
terms and conditions of loan and lease agreements; controls and 
coordinates inter-district operations; conducts evaluations of all 
district services; participates in meetings with other divisions 
and representatives of private and public groups; establishes and 
maintains working relationships with other agencies and 
governmental jurisdictions relating to the loan and lease program; 
initiates staff meetings and discussions to improve and coordinate 
work; ensures the appropriate distribution of information from the 
Chairman, Commission and other divisions to ensure uniform 
practices and procedures and standard applications and 
interpretations of departmental and Commission policies; prepares 
status reports on major program activities; oversees the 
preparation of reports and responses to inquiries from the public, 
legislature and others; meets with federal representatives 
providing financing for mortgage loans to settle terms and 
conditions of the loan and terms of the guarantee by the 
department; may meet with representatives of financial 
organizations to encourage their financing of HHL loans; makes 
periodic tours of inspection of operations; initiates requests for 
legal opinions for clarification of laws and regulations pertinent 
to the homestead loan and lease programs; initiates proposals for 
modifying the laws and departmental rules and regulations 
regarding homestead loans and leases; establishes measures of 
program effectiveness; manages personnel of the division and 
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resolves employee problems; prepares appropriate correspondence, 
reports and related materials; oversees operational budget 
development and expenditure control. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  State and federal laws, rules and regulations 
governing credit and mortgage financing; various programs/sources 
of real estate financing and their requirements; principles and 
methods of analyzing financial and credit information; public 
administration principles and practices; public relations; and 
report writing. 
 
 Ability to:  Administer homestead loan and lease applications 
approval and review programs; coordinate and oversee district 
operations; formulate and recommend policies and procedures; plan, 
supervise and coordinate the work of others; deal effectively with 
a variety of persons; communicate effectively orally and in 
writing; and prepare clear reports and other materials; learn and 
apply laws and rules applicable to the homesteading program. 
 
----------------------------------------------------------------- 
 
 This is an amendment to the class specification for the class 
HOMESTEAD SERVICES ADMINISTRATOR (HOMESTEAD SERVICES ADMR) which 
was approved on June 9, 1980. 
 
 
 
 
DATE APPROVED: 5/10/91  /s/  Diana H. Kaapu 
   SHARON Y. MIYASHIRO 

Director of Personnel Services 
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