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   STATE OF HAWAII 
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   Class Specification 
   for the Class: 
 
   UNEMPLOYMENT INSURANCE COUNTY PROGRAM MANAGER 
   (UNEMPLOYMENT INS CTY PRGM MGR) 
 
Duties Summary: 
 
 Manages the unemployment insurance activities of a 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 unemployment insurance 
operations and activities of a county-wide branch office.  The 
branch office program is characterized by significant managerial 
complexities arising from the need to develop the unemployment 
insurance program to meet the needs of a geographically separated, 
county-wide community.  The program may also include out-stations 
headed by subordinate supervisory positions.  Positions in this 
class receive general direction from the administrator of the 
Unemployment Insurance Division. 
 
Examples of Duties: 
 
 Plans, organizes, directs, controls and coordinates a branch 
office with county-wide responsibility for administering 
unemployment insurance programs which include employer registration, 
education, tax auditing and collection, and benefit payment 
activities; anticipates future needs and prepares plans of action; 
determines staffing requirements; prepares budget estimates; 
establishes county-wide policies and operating procedures concerning 
activities and situations unique to the county; develops and 
maintains operating and management controls, and reviews and 
analyzes operational reports and other data; initiates improvements 
in operations and services, in consonance with budget allocations, 
makes operational changes within the administrative framework of the 
Division's policies and procedures; analyzes current State and 
federal legislation dealing with unemployment and recommends new or 
amended legislation and administrative rules; interprets legal 
requirements and explains precedent policies, procedures, and other 
directives to staff, employers, unions, government agencies, and to 
the general public; speaks before community groups in explaining the 
benefit and tax programs; implements special or non-routine projects 
and activities such as disaster unemployment assistance, additional 
unemployment compensation, mass claims filing activities for large 
scale company closures, labor disputes, etc.; directs internal 
security within the county against unauthorized use of resources, 
illegal or unethical acts, and unlawful disclosure of information; 
coordinates exchange of confidential information with other 
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government agencies as allowed by State and federal laws; approves 
requests for instituting various legal actions, criminal and civil, 
in matters of non-compliance with the Hawaii Employment Security 
law; represents the department at meetings with creditors, at 
trustee sales, and at hearings and other meetings related to tax 
collections and takes action to protect the interest of the 
department; review fact-finding reports and recommendations prepared 
by senior claims examiners on labor dispute and other disputed 
benefit claims occurring within the county and decides on final 
disposition of claims; reviews reports and recommendations prepared 
by employer services section on coverage determination and other tax 
liability matters and decides on final disposition; identifies 
training needs and arranges for training of staff; makes 
recommendations on personnel actions; and establishes employee 
performance standards. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  State and federal Unemployment Insurance laws, 
standards, rules, and regulations; Unemployment Insurance program 
policies and procedures and related precedent court decisions; 
federal funding process of unemployment insurance programs; and 
principles and practices of supervision. 
 
 Ability to:  Plan, organize, direct, coordinate, and manage the 
operations and activities of a county-wide unemployment insurance 
branch office; plan, direct, and supervise the work of others; 
prepare budget estimates and justification; deal effectively with 
subordinates, superiors, representatives of governmental and private 
agencies, community groups, and the general public; convey thoughts 
and opinions clearly, orally and in writing; analyze and evaluate 
program objectives and deficiencies and take corrective action; 
interpret and explain pertinent federal and State unemployment laws 
and regulations and render technical decisions; and develop and 
implement guidelines, policies and procedures. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is the first specification for the new class UNEMPLOYMENT 
INSURANCE COUNTY PROGRAM MANAGER (UNEMPLOYMENT INS CTY PRGM MGR). 
 
Effective Date:  January 1, 1991 
 
 
 
DATE APPROVED: 12/7/92  /s/  Ann K. Kon 
   SHARON Y. MIYASHIRO 

Director of Personnel Services 
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