
PART I DEPARTMENT OF PERSONNEL SERVICES 17.559 
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 Class Specifications 
 for the Class: 
 

UNEMPLOYMENT INSURANCE ADMINISTRATOR 
(UNEMPLOYMENT INSURANCE ADMR) 

 

Duties Summary: 

 Administers the State unemployment insurance program in 
accordance with applicable State and federal laws; and performs 
other duties as required. 

Distinguishing Characteristics: 

 This class involves responsibility for the administration of 
the statewide unemployment insurance program which includes 
payment of unemployment insurance benefits to insured workers 
under State and Federal plans, who are involuntarily unemployed 
and who are able and available for work; payment of allowances to 
selected trainees under special State and Federal training 
programs; registration of subject employers and collection of 
taxes to maintain a trust fund for the payment of benefits under 
the State unemployment insurance plan; auditing of employer 
records to insure proper reporting of wages and payment of taxes; 
and reimbursement of benefits from State and County governmental 
agencies and agricultural self-financing employers.  An incumbent 
works under the general direction of the Director of Labor and 
Industrial Relations. 

Examples of Duties: 

 Plans, organizes, directs and coordinates in accordance with 
applicable State and federal laws, the State unemployment 
insurance program; directs activities pertaining to the 
establishment of employer liability and collection of 
unemployment insurance contributions or taxes; directs the 
maintenance of records and accounts and the determination of 
contribution rates for each employer; directs the processing of 
unemployment insurance claims and the timely payment of benefits 
to qualified claimants; directs the conduct of investigations 
relative to cases involving fraud or over payments; conducts 
public hearings to identify employers who are engaged in seasonal 
employment and establishes seasonal periods for each qualifying 
employer; establishes operating policies and standards; 
formulates and issues procedural instructions in connection with 
program operations; directs and conducts studies of unemployment 
insurance legislative proposals and laws, and discusses findings 
and recommendations with the director and/or legislative, civic, 
labor, management and other groups; meets with claimants, 
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taxpayers, representatives of local and Federal agencies and 
others to provide advice on or to discuss matters pertaining to 
unemployment insurance laws, rules, regulations, court decisions 
and other pertinent activities; works closely with other 
governmental agencies and community groups, and participates in 
national, inter-state, State and intra-departmental conferences; 
directs the development of staff training programs; reviews 
statewide workload accomplishments and requirements, labor market 
conditions and community needs; directs the preparation of budget 
estimates and justifications relative to the unemployment 
insurance program. 

Knowledge and Abilities Required: 

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

 Ability to:  Administer the statewide unemployment insurance 
program; meet, elicit the cooperation of, and deal effectively 
with associates, committees and representatives of community 
groups, organizations and other governmental agencies; and 
prepare effective correspondence and reports. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is an amendment to the class specification for the 
class Unemployment Insurance Specialist VIII 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 ADMINISTRATOR 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 VIII was changed from 3.826 to 17.559 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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