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   Class Specification 
   for the Class: 
    

EXECUTIVE SECRETARY (DEVELOPMENTAL DISABILITIES COUNCIL) 
(EXEC SECY [DEVEL DISAB COUNCIL]) 

 
 

Duties Summary: 

Serves as Executive Secretary to the State Planning Council on Developmental 
Disabilities; and performs other related duties as assigned. 

Distinguishing Characteristics: 

The State Planning Council on Developmental Disabilities is charged with the 
responsibility for planning and coordinating services to the developmentally disabled 
residents of Hawaii.  As the central coordinating body for the developmentally disabled, 
the Council is assigned the following major responsibilities:  1) to develop, prepare, 
adopt and periodically review and revise the State plan; 2) to monitor, evaluate and 
comment upon implementation plans of public and private agencies - to monitor and 
evaluate all on-going projects, including de-institutionalization of Waimano Training 
School & Hospital and that individualized habilitation plans are being implemented; and 
3) to coordinate services of public and private agencies to assure services are not 
duplicated.  Additionally, the Council is responsible for advocating the needs of the 
developmentally disabled before the legislature and the public and to the governor; 
acting in an advisory capacity to the governor, the legislature, and all concerned 
department heads; handling complaints; preparing and submitting annual reports to the 
governor, the legislature, and all concerned department heads on the implementation of 
the State plan; preparing and submitting periodic reports to the appropriate federal 
agency, through the governor as required; preparing other necessary reports; and 
adopting, amending and repealing rules necessary to carry out the functions of the 
Council. 

The sole position in this class is responsible for providing all staff assistance to the 
Council such as assembling and interpreting data, recommending courses of action, 
discussing proposed plans, preparing materials, and promoting exchange of information 
among individuals, groups and agencies concerned with the developmentally disabled. 
The position is under the direction of the Council with general supervision being 
provided by the Chairperson of the Council.  The work includes supervision of a small 
professional staff, which may be supplemented by temporary positions as required. 

Examples of Duties: 

Provides a variety of staff assistance to the Council such as assembling and 
interpreting data, recommending courses of action, discussing proposed plans, 
preparing materials, and promoting exchange of information among individuals, groups 
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and agencies concerned with the developmentally disabled; provides consultative and 
technical services to public and private agencies, individuals, groups and others on 
matters pertaining to the problems of the developmentally disabled; serves as liaison 
between the Council and other State, federal and private agencies, non-profit 
organizations and other individuals concerned with the developmentally disabled; 
secures cooperation of various public and private agencies concerned with the 
developmentally disabled; prepares reports and communications required by the 
Council; monitors and evaluates existing projects, programs, and contracts, to assure 
efficiency and non-duplication of services provided for the developmentally disabled; 
prepares articles, reports and bulletins and newsletters for general distribution; drafts 
legislative proposals and testimony, and participates in hearings as a resource person; 
receives complaints and inquiries on services for the developmentally disabled; 
develops methods to evaluate the effectiveness, adequacy and accessibility of services 
and facilities; makes inter-island trips to assist in resolving local problems; prepares 
reports to the appropriate federal agency to obtain and maintain federal funding; 
initiates contacts with individuals or groups for purposes of gaining support for new 
programs concerning the developmentally disabled; participates in national, state or 
local conferences concerned with the developmentally disabled; oversees and interprets 
data in the development and maintenance of a master plan for services for the 
developmentally disabled; participates in community programs and may serve as staff 
representative of the Council on community committees concerned with the 
developmentally disabled; prepares program budget; and provides supervision and 
direction to staff personnel. 

Knowledge and Abilities Required: 

Knowledge of:  Social, emotional, economic and health needs of the 
developmentally disabled; governmental programs in the area of health, education, 
rehabilitation and welfare of the developmentally disabled; principles and techniques of 
community organization, including the role of public and private agencies and voluntary 
groups; administrative and legislative processes; report writing; Federal and State laws 
pertaining to the developmentally disabled; program planning process; principles and 
practices of supervision. 

Ability to:  Plan and coordinate services of public and private agencies concerned 
with the developmentally disabled; direct and oversee the development and 
maintenance of a statewide plan concerning the developmentally disabled; speak 
effectively to groups and individuals; maintain effective relationship with community 
groups, governmental agencies, and the general public; prepare clear and concise 
reports and correspondence; supervise others; read and interpret Federal and State 
laws and other guidelines pertaining to the developmentally disabled. 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
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 This is the first specification for the new class EXECUTIVE SECRETARY 
(DEVELOPMENTAL DISABILITIES COUNCIL). 

 
 
 

Effective Date:    July 1, 1982  
 
 
 
DATE APPROVED: 10/12/84  /s/  Patricia K. Brandt 

  for  JAMES H. TAKUSHI 
Director of Personnel Services 
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