PART I DEPARTMENT OF PERSONNEL SERVICES 17.546
STATE OF HAWATT

Class Specification
for the Class:

EMPLOYMENT SERVICE COUNTY PROGRAM MANAGER
(EMPLOYMENT SVC COUNTY PGRM MGR)

Duties Summary:

Plans, organizes, directs, controls and coordinates the
employment service operations of an extensively organized county-
wide branch office; and performs other related duties as assigned.

Distinguishing Characteristics:

This class involves responsibility for planning, organizing,
directing, controlling and coordinating the employment service
operations and activities, including basic labor exchange
functions and special employment and training programs, of an
extensively organized county-wide branch office. The scope of
operational responsibilities may also include control over
programs and offices located in outlying or geographically
separated areas headed by subordinate supervisory positions.

Positions in this class are responsible for representing the
division and promoting its program within their assigned county,
while receiving general direction from the administrator of the
Employment Service Division. The work is performed in accordance
with applicable general administrative guidelines, policies and
laws, rules and regulations relating to the program. Considerable
latitude is allowed in the formulation and implementation of plans
and determination of priorities necessary to carry on the work
within the assigned county.

Examples of Duties:

Plans, organizes, directs, controls and coordinates the
employment service operations and activities of an extensively
organized county-wide branch office, which includes all basic
local office functions and special programs (e.g., Job Training
Partnership Act, Economic Dislocation and Worker Adjustment
Assistance Act); analyzes local and State economic, employment,
and related conditions and trends; evaluates and determines
community needs relating to employment and training; develops
goals, objectives, and strategies for implementation of employment
and training activities; determines services to be provided,
performance standards, staffing and other requirements that must
be met under county, State and federal laws and regulations;
initiates and develops proposals for federal and State grants as
necessary to implement special programs or to complement existing
programs; prepares operational expenditure plans and budget
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Justifications; negotiates with service providers for required
services; develops, maintains, evaluates and improves operational
and management controls; provides training and direction to
subordinate supervisors; may develop proposals for reorganization
of branch offices; participates in public relations and
cooperative working relationships with employers, unions, public,
private and nonprofit agencies, county officials, community-based
organizations and special interest groups to resolve major
problems and exchange ideas; may serve as a member of various
councils and advisory committees of the State and county
governments involved in employment and training programs and
activities.

Knowledge and Abilities Required:

Knowledge of: State and federal laws, regulations, policies
and programs regarding labor, employment and training; national
and State economic and employment trends and industrial and labor
conditions and their effects on the local community; the
employment service organization and its policies, practices, rules
and regulations; principles and practices of supervision; and
public relations.

Ability to: Plan, direct and coordinate employment service
operations; analyze and evaluate facts and make sound management
decisions; understand, adapt and apply various county, State and
federal employment services, standards and requirements to the
specific needs and demands of the assigned county; formulate,
develop and evaluate program policies, standards and procedures
for the assigned county; assess and evaluate the effectiveness of
program operations and initiate and recommend improvements;
develop and substantiate budget plans; initiate and develop
proposals for grants and services; establish and maintain
effective public relations; prepare comprehensive written reports.

This is the first class specification for the new class
EMPLOYMENT SERVICE COUNTY PROGRAM MANAGER (EMPLOYMENT SVC COUNTY
PRGM MGR)

Effective Date: 2/16/91

DATE APPROVED: 1/27/93 /s/ Ann K. Kon

SHARON Y. MIYASHIRO
Department of Personnel Services
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