PART T DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17.538
STATE OF HAWAIT

Class Specifications
for the Class:

PUBLIC WELFARE ADMINISTRATIVE APPEALS PROGRAM OFFICER
(PUB WELEF ADM APPLS PRGM OFFCR)

Class Distinguishers:

Managerial Responsibility: Manages and directs the
statewide Public Welfare Administrative Appeals program wherein
applicants, recipients, and providers may formally appeal agency
decisions regarding various public assistance and social service
programs to an impartial administrative appeal body. The sole
position in this class reports to the Director of Human Services
and serves as a member of the director's management team which is
involved in the development of long- and short-range departmental
plans to fulfill the department's mission, goals, and objectives.

This class also includes department-wide responsibility for
overseeing the technical review of rules adoption, modification,
and repeal.

Complexity: This class reflects responsibility for
planning, organizing, managing, and directing the activities and
operations of the statewide Public Welfare Administrative Appeals
program and for conducting administrative appeal hearings.
Decisions rendered by the position in this class and its
subordinate hearings officers are final and binding unless
overruled by a court of competent jurisdiction and may serve as
precedents for the handling of similar cases by line staff and
other hearings officers. The position in this class carries out
the administrative functions of the program which include
determining the methods and means by which appeals are conducted;
developing operational procedures; preparing budget and
expenditure plans; determining staffing requirements;
establishing internal controls over work and staff; coordinating
and evaluating program operations; and maintaining working
relationships with the Attorney General's Office, Legal Aid
Society, and other public interest organizations.

Supervisory Responsibility: Supervises subordinate hearings
officers to insure the quality and consistency of decisions by
providing consultation in the technicalities of the applicable
precedents, laws, background problem cases, etc. Although
decisions of lower level public welfare hearings officers are not
subject to reversal by the incumbent of the position in this
class, decisions are reviewed for the purposes of evaluating work
performance. The position in this class also supervises clerical
positions which provide various support activities such as
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scheduling hearings, maintaining records, and transcribing
hearings.

Full Performance Knowledge and Abilities: (Knowledge and
abilities required for full performance in this class.)

Knowledge of: Administrative policies, procedures and
methods relating to office management, budgeting, reporting and
staffing; methods of providing on-the-job training and monitoring
performance; statutes and guidelines governing administrative
procedure and rules adoption, modification and repeal; governing
laws, regulations, rules and policies pertaining to the Public
Welfare Administrative Appeals program; principles of conducting
quasi-judicial hearings; procedures and rules of evidence as they
apply to quasi-judicial hearings; interviewing techniques;
research methods and techniques; report writing; and principles
and practices of supervision.

Ability to: Plan, organize, manage and direct the State
Public Welfare Administrative Appeals program; establish
operational policies, procedures, and standards; apply
departmental administrative policies and procedures relating to
budgetary and personnel matters; provide consultation to appeals
officers regarding program regulations and legal or procedural
aspects of hearings; supervise the work of others; establish and
maintain effective working relationships with staff from the
department and other public and private agencies; oversee the
technical review of departmental rules adoption, modification and
repeal; explain public welfare programs, laws, rules and
regulations and precedent court decisions; communicate
effectively orally and in writing; conduct quasi-judicial
hearings; develop, analyze, correlate and evaluate evidence and
facts; and compose logical and clear opinions.

Examples of Duties: (The position 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, manages and directs the statewide
Public Welfare Administrative Appeals program.

2. Determines and implements methods, means, processes and
procedures necessary to carry out program functions.
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3. Prepares program plans, budget, and expenditure plan
and justifies staffing requests.

4. Supervises a rules coordinator, hearings officers and
clerical staff.

5. Makes case assignments and schedules work to insure
timely decisions.

6. Provides consultation to hearings officers, including:
keeping them informed of changes in laws, regulations,
policies, precedent cases, and relevant court
decisions.

7. Reviews transcripts and decisions prepared by
subordinate hearings officers on a post audit basis to
assess quality of work.

8. Evaluates job performance of subordinates and
recommends appropriate personnel action.

9. Oversees the technical review of rules adoption,
modification and repeal.

10. As a member of the department's management team,
participates in the assessment, planning and delivery
of support services to the divisions and assists in the
development of long- and short-range plans to fulfill
the department's mission, goals, and objectives.

11. Maintains communication with the Attorney General,
Legal Aid Society and other public interest
organizations.

12. Prepares reports and correspondence.

13. Conducts quasi-judicial hearings within the

requirements of administrative procedures and rules of
evidence and renders final written decisions to affirm,
reverse or modify agency determination or actions.

14. Determines whether cases are within the scope of the
hearings process.

15. Gathers records and insures that proper documents are
present for cases being appealed to the courts.
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This is the first specification for the new class PUBLIC
WELFARE ADMINISTRATIVE APPEALS PROGRAM OFFICER (PUB WELEF ADM
APPLS PRGM OFFCR).

Effective Date: 2/1/92

DATE APPROVED: 4/16/96 /s/ Ann K. Kon

JAMES H. TAKUSHI
Director of Human Resources Development




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


