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 Class Specifications 
 for the Class: 
 

UNEMPLOYMENT INSURANCE MANAGER 
(UNEMPLOYMENT INSURANCE MGR) 

 
Duties Summary: 

 Manages the unemployment insurance activities of an 
extensively organized branch office; and performs other duties as 
required. 

Distinguishing Characteristics: 

 This class involves responsibility for planning, organizing, 
directing, controlling and coordinating the unemployment 
insurance operations and activities of an extensively organized 
branch office which consists of an Auditing and Collections 
Section and a Claims and Tax Processing Section, each of which 
requires two or more levels of subordinate supervisors.  It 
further involves responsibility for making final determinations 
on all statewide and Oahu county labor disputes and other 
disputed benefit claims, and for approving requests for 
instituting legal actions for non-compliance with the Hawaii 
Employment Security Law.  The incumbent receives general 
direction from the administrator of the Unemployment Insurance 
Division. 

Examples of Duties: 

 Plans, organizes, directs, controls and coordinates the 
unemployment insurance activities of the Oahu branch office which 
include employer registration, tax collection and benefit payment 
activities; develops and maintains operating and management 
controls, and reviews and analyzes operational reports and other 
data; evaluates operations and services and initiates appropriate 
studies and corrective actions; meets with subordinate 
supervisors to discuss and establish most efficient methods for 
performing operations and to resolve existing or anticipated 
problems and to give guidance to supervisors; prepares budget 
estimates; keeps informed of legal opinions, administrative 
determinations, referee decisions, other State decisions, changes 
to Social Security Law, Federal Unemployment Tax Act, and other 
State unemployment insurance laws for reference purposes when 
rendering decisions on disputed or complex tax liability and 
benefit cases; interprets legal requirements and explains 
precedent policies, procedures and other directives to staff, 
employers and the general public; speaks before community groups 
to explain the benefit and tax programs; makes final 
determination on statewide and Oahu county labor dispute claims; 
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approves requests for instituting legal actions, criminal and 
civil, in matters of non-compliance with law and may be 
designated as complainant; identifies training needs and arranges 
for training of staff; makes recommendations on personnel 
actions; establishes employee performance standards; participates 
in analyzing current State and Federal legislation dealing with 
unemployment insurance and recommends new or amended legislation; 
establishes working agreements with various State agencies and 
the federal Internal Revenue Service and Social Security 
Administration. 

Knowledge and Abilities Required: 

 Knowledge of:  Principles and practices of management; laws, 
rules and regulations pertaining to State and federal 
unemployment insurance programs; organization; policies and 
practices of the unemployment insurance program. 

 Ability to:  Manage the unemployment insurance operations 
and activities of an extensively organized branch office; prepare 
budget estimates and recommendations; explain benefit and tax 
programs to groups and individuals, and renders technical 
decisions; deal effectively with subordinate supervisors and 
others; speak and write effectively. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is an amendment to the class specification for the 
class Unemployment Insurance Specialist VII approved on March 5, 
1969, due to incorporation of managerial levels in EMCP in 
accordance with Act 254, SLH 1980, and a change in title to 
UNEMPLOYMENT INSURANCE MANAGER, effective October 1, 1982. 
 
 
 
DATE APPROVED: 9/14/82  /s/ Clement L. Kamalu 
   DONALD BOTELHO 

Director of Personnel Services 
 
 
 
 
---------- 
 The code number for the class Unemployment Insurance 
Specialist VII was changed from 3.824 to 17.557 and the class was 
incorporated in the Excluded Managerial Compensation Plan 
effective July 1, 1981, in accordance with Act 254, SLH 1980. 
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