PART I DEPARTMENT OF PERSONNEL SERVICES 17.401
STATE OF HAWATT

Class Specification
for the Class:

ALCOHOL AND DRUG ABUSE ADMINISTRATOR
(ALCOHOL AND DRUG ABUSE ADMR)

Duties Summary:

Administers a statewide alcohol and drug abuse program;
facilitates the coordination of alcohol and drug abuse programs
and services within the State; and performs other related duties
as assigned.

Distinguishing Characteristics:

This class involves responsibility, as division chief, for
administering a statewide program which provides, monitors, and
evaluates a variety of services in the prevention, intervention,
and treatment of alcohol and drug abuse. The class also includes
responsibility for the development and maintenance of a State plan
for alcohol and drug abuse; overall coordination of alcohol and
drug abuse programs and services within the State; accreditation
of alcohol and drug abuse programs; and certification of alcohol
and drug abuse program administrators and counselors.

The sole position in this class works under the general
supervision of the Deputy Director of Health of the Behavioral
Health Services Administration. The work involves extensive
public contacts with representatives of other Department of Health
divisions, State, federal, county, and private agencies, and
supervision of a professional staff through subordinate
supervisors.

Examples of Duties:

Plans, develops, monitors, coordinates, evaluates and directs
the operations of the State's alcohol and drug abuse programs;
directs the development of a comprehensive plan for the
administration and delivery of alcohol and drug abuse services;
initiates and participates in State level planning concerned with
alcohol and drug abuse and related programs and services;
establishes priorities for State alcohol and drug abuse programs
and services; organizes the division to achieve divisional goals
and objectives; secures and administers federal and other alcohol
and drug abuse grants; assists communities and agencies in
developing programs for the control of alcoholism and drug abuse;
facilitates research on alcoholism and drug abuse; coordinates
State level activities related to alcohol and drug abuse with
other agencies within the State and nationally with other State
directors and federal officials; provides for linkages with other
divisions within the Department of Health, as well as with
federal, State, county, and private agencies which are concerned
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with statewide services related to alcohol and drug abuse, and
mental health and mental illness as they relate to alcohol and
drug abuse; ensures coordinated program planning and delivery of
alcohol and drug abuse treatment services with statewide adult
community mental health centers and children's mental health
teams; ensures the establishment and monitoring of guidelines,
policies and procedures for certification of substance abuse
counselors and for accreditation of alcohol and drug abuse
programs; establishes divisional administrative and operational
policies; executes statutory responsibilities relating to alcohol
and drug abuse as set forth in the Hawaii Revised Statutes;
provides for the drafting of legislation on matters relating to
alcohol and drug abuse in keeping with current concepts and
practices; oversees the preparation of the division's budget;
reviews and takes appropriate action on divisional personnel
matters including issues relating to collective bargaining
contracts; provides for staff training and development, quality
control, and program effectiveness and efficiency within the
division; initiates and directs the development of data collection
systems for client tracking, program evaluation and management
information purposes; and prepares appropriate correspondence and
reports.

Knowledge and Abilities Required:

Knowledge of: State and federal laws, rules and regulations
concerning alcohol and drug abuse; basic concepts and developments
in alcohol and drug abuse programs; community resources and
services relating to alcohol and drug abuse; research methods and
techniques; report writing; and principles and practices of
supervision and management.

Ability to: Administer the State's alcohol and drug abuse
program; establish priorities and formulate policies for the
State's alcohol and drug abuse program; establish and maintain
effective working relationships with federal, State and other
governmental and private agencies; and communicate effectively
orally and in writing.

This is the first specification for the new class ALCOHOL AND
DRUG ABUSE ADMINISTRATOR (ALCOHOL AND DRUG ABUSE ADMR) .

EFFECTIVE DATE: 6/8/92

DATE APPROVED: 6/8/92 /s/ Ann K. Kon

SHARON Y. MIYASHIRO
Director of Personnel Services
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