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   Class Specification 
   for the Class: 
 

DISABILITY COMPENSATION ADMINISTRATOR 
(DISABILITY COMPENSATION ADMR) 

 
 

Duties Summary: 

Administers the Hawaii State Disability Compensation program in accordance 
with applicable laws, rules and regulations; and performs other duties as required. 

Distinguishing Characteristics: 

This class is distinguished on the basis of responsibility for overall planning, 
organizing, directing, coordinating and controlling a statewide Disability Compensation 
program which is comprised of three major program areas: Workers' Compensation, 
Temporary Disability Insurance and Pre-paid Health Care.  A position in this class 
directs a staff in the various program and functional areas through subordinate program 
specialists and supervisors. 

General direction is received from the Director of Labor and Industrial 
Relations and the work is performed in accordance with applicable general 
administrative and disability compensation laws, rules and regulations. 

Examples of Duties: 

Plans, organizes, directs, coordinates and controls the development and 
implementation of the Hawaii State Workers' Compensation, Temporary Disability, 
Health Care programs and divisional functions and activities including the development 
and maintenance of policies and procedures, guidelines and standards; directs the 
development and recommendation of rules and regulations; directs the development of 
legislative proposals and prepares recommendations; directs the review of the 
efficiency and effectiveness of programs and operations and the development and 
implementation of improvements; coordinates and integrates program functions and 
activities; determines program and operational priorities; directs the review and 
approval of proposed penalties. and recommends initiation of legal action against 
violators who willfully and repeatedly fail to comply with statutory requirements; 
conducts or directs the conduct of research on legal, medical or statistical matters 
relating to the Disability Compensation program; directs activities for the enforcement of 
Disability Compensation laws, rules and regulations; directs the development of 
allowable medical fee schedules for the provision of workers compensation medical 
services; directs the auditing of employers records to determine financial solvency for 
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self-insurance status and to determine the need for deposit of securities to maintain 
self-insurance status; directs the auditing of employer records to ensure employers do 
not over-deduct from employees who share the cost of Temporary  Disability and Health 
Care insurance coverage; directs the development of standards for determination of 
self-insurance status; directs the review, examination and approval of plans (insurance 
policies or employer's self-developed plans) for the provision of Disability Compensation 
benefits and maintenance of statistics; directs examination of claims or of claims 
rejected by others and the determination of appropriate benefits; directs the provision of 
information on programs and activities to clients, insurance carriers, employers, other 
groups and the general public; speaks to groups and individuals and. serves on special 
committees; participates in top-level departmental staff meetings to discuss and assist 
in the resolution of department-wide policy problems; reviews and approves annual and 
other reports; directs and develops activities for the training of divisional personnel; 
deals with all personnel problems relating to divisional staff and positions; meets with 
union representatives to discuss organizational and personnel matters and responds in 
writing to first formal level grievances; prepares program plans and budgets and directs 
the control of expenditures; maintains divisional morale; prepares correspondence, 
memoranda and reports. 

Knowledge and Abilities Required: 

Knowledge of:  Comprehensive knowledge of the objectives, services, policies 
and legal requirements of the Hawaii State Disability Compensation program; principles 
and practices of management and administration. 

Ability to:  Administer the Hawaii State Disability Compensation program; 
supervise and direct subordinates in carrying out overall program objectives of the 
division; meet, obtain cooperation of and deal effectively with associates, employers, 
insurance carriers, community groups and representatives of other governmental 
agencies. 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class DISABILITY COMPENSATION 
ADMINISTRATOR. 
 
 
DATE APPROVED: 3/31/77  /s/  Donald Botelho 

  DONALD BOTELHO 
Director of Personnel Services 

 
 

Reviewed for currency on September 14,1982. 
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------------------- 
 The code no. for this class was changed from 3.863 to 17.563 and the class was 
incorporated in the Excluded Managerial Compensation Plan (EMCP) effective July 1, 
1981 in accordance with Act 254, SLH 1980. 
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