
PART I  DEPARTMENT OF PERSONNEL SERVICES 17.556 
   STATE OF HAWAII 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
 
   Class Specification 
   for the Class: 
 
  UNEMPLOYMENT INSURANCE PROGRAM DEVELOPMENT OFFICER 
   (UNEMPL INS PRGM DEV OFFCR) 
 
 
Duties Summary: 
 
 Serves as the chief staff advisor to the Unemployment 
Insurance Administrator with responsibility for planning, 
directing and coordinating all program development, evaluation, 
technical and administrative advisory services for the statewide 
unemployment insurance program through subordinate supervisors; 
secures funding for the program; and performs other related duties 
as assigned. 
 
Distinguishing Characteristics: 
 
 This class serves as the chief staff advisor to the 
Unemployment Insurance Administrator with responsibility for 
planning, directing and coordinating all program development and 
evaluation and technical administrative advisory services for the 
statewide unemployment insurance program through subordinate 
supervisors.  Another major functional responsibility is the 
securing of funds for the program.  The work includes developing 
comprehensive plans, developing and coordinating the 
implementation of new programs and projects; developing program 
policies, procedures and other guidelines; conducting program 
effectiveness evaluations and feasibility studies; developing and 
negotiating the budget document; reviewing operations and 
implementing security measures to prevent and/or detect internal 
fraud; and furnishing technical support and consultative services 
to the Unemployment Insurance Administrator and management staff. 
 This one-position class is delegated the authority to negotiate 
funding, program workload goals and objectives and contracts with 
federal, other State and county governmental agencies, and private 
agencies and to commit the division to workload goals and 
objectives and contracts.  Contacts maintained with the other 
governmental and private agencies are extensive and authoritative. 
 
 The Unemployment Insurance Administrator who serves as the 
Unemployment Insurance Division Chief provides general 
administrative guidance.  Work is performed in accordance with 
applicable Unemployment Insurance laws, rules, regulations, 
policies, procedures and other guidelines.  Considerable latitude 
is allowed in formulating and implementing plans and determining 
work priorities. 
 
Examples of Duties: 
 
 Plans, organizes, directs and coordinates the overall 
activities of the Program Development, Coordination and Evaluation 
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Services Office including program development, State and federal 
budgeting, quality control, evaluations and cost analysis, 
development of legislation and rules and regulations, and 
coordinating the implementation of new or revised programs and 
procedures; meets with federal representatives and commits the 
division to workload goals and objectives; is responsible for the 
division's budget allocations and justifies all expenditures to 
the federal government; plans and negotiates with federal 
representatives for federal funding of special projects and goals 
and the implementation costs of new programs; negotiates with 
representatives of various federal, State and county agencies, the 
implementation and maintenance of Unemployment Insurance programs; 
negotiates and commits the division on contracts with other 
government or private agencies for the performance of services for 
the division; represents the division in coordinating and 
implementing federally mandated programs and to develop and 
exchange information with other departments, State and federal 
agencies; develops plans to achieve the overall goals and 
objectives for services provided to claimants and employers within 
budgeted costs; establishes and maintains operating and 
administrative procedures to insure that the division objectives 
are accomplished in a uniform, effective and efficient manner; 
develops and directs training for implementation of changes and 
new programs; coordinates the continuous review of the Hawaii 
Employment Security Law and rules and regulations, precedent court 
decisions, new program directives and develops procedures to 
insure achievement of program objectives; develops and recommends 
legislative proposals and rules and regulations for new and 
expanded programs; explores and determines needs for special 
studies and new projects; assigns studies to insure completion and 
analyzes results of studies to recommend changes and 
implementations; directs and coordinates the cost analysis of all 
personal and non-personal items; advises the Unemployment 
Insurance Administrator and line managers on cost effectiveness in 
accomplishing goals and objectives; supervises the internal 
security monitoring functions to prevent and detect internal 
fraud; develops cost effective procedures to insure internal 
security of budget payments, tax collections and expenditures of 
the division's budgeted funds; plans and directs the continuous 
evaluations of the divisional operations and activities to insure 
achievement and maintenance of all federally mandated standards 
and division objectives; reviews and analyzes evaluation results 
and makes recommendations to Unemployment Insurance Administrator 
or line managers; directs and coordinates the activities of the 
federally mandated quality control program; analyzes findings of 
quality control activities; develops plans to correct policies and 
procedures and recommends law or rule changes to insure that 
program standards and prompt and proper benefit payments and tax 
collections are achieved; participates in the development and 
maintenance of public relations activities to promote 
understanding of the program and effective working relationships 
with federal, State, private business, labor unions and other 
organizations; and acts as division administrator in his absence. 
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Knowledge and Abilities Required: 
 
 Knowledge of:  State and federal unemployment insurance laws, 
regulations and precedent court decisions; unemployment insurance 
program organization, policies and procedures; federal program 
standards and conformity provisions; federal funding process; 
principles and practices of program development, planning and 
budgeting and staff and organizational development and principles 
and practices of administration and supervision. 
 
 Ability to:  Plan, organize, direct, coordinate and 
administer the program development functions and activities of the 
State's unemployment insurance program through subordinate 
supervisors; negotiate funding, workload goals and objectives and 
private contracts with appropriate governmental and private agency 
representatives; deal effectively with subordinates, superiors, 
associates, representatives of governmental and private agencies, 
community groups and the general public; analyze and evaluate 
program objectives and deficiencies and take corrective action; 
convey thoughts and opinions clearly, orally and in writing; 
interpret laws and regulations to develop guidelines and 
procedures; interpret and explain pertinent Federal and/or State 
regulations; and develop and substantiate budget requests. 
 
---------------------------------------------------------------- 
 
 This is a change in code for the class specification 
UNEMPLOYMENT INSURANCE PROGRAM DEVELOPMENT OFFICER (UNEMPL INS 
PRGM DEV OFFCR) 3.825, effective July 1, 1985, due to conversion 
to the Excluded Managerial Compensation Plan. 
 
 
Effective Date:  9-16-87 
 
 
 
DATE APPROVED: 11/23/87  /s/  Diana H. Kaapu 
   ALFRED C. LARDIZABAL 

Director of Personnel Services 
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