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_PARTI DEPARTMENT OF PERSONNEL SERVICES 3.706

STATE OF HAWAII o 3.708

......... e e e e e 310
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Class Specifications S 3.714

~ for the: : 3.716

PUBLIC HOUSING SPECIALIST/SUPERVISOR SERIES

This series includes the supervision, or performance of work involved in: 1)
- selecting and evaluating tenants for public housing projects; or 2) the direct controi and
conduct of opera‘aons ofa housmg project or pro;ects

: Positions in this sefies generally reflect the requirement for knowledge and ablhtles
in the various functions and processes which compnse public housing project operations:
financial management maintenance engineering, general housekeeping and
administrative services; tenant and community relations; and rental and occupancy
activities. At the lower levels, however, work may be limited to a specific functional area,
thereby, decreasing the breadth of knowledge and abilities, and requ;snte experience
requnred

The class Ievels in this series are establlshed with reference to vanous :
comblnatlons of the following factors:

1. Nature and Purpose.of Work.
2. Nature of Supervision Received.
3. | Nature of Available Guidelines for Performance of Werk.‘
~ 4. Originality Required. |
5. Purpose and Nature of Person-to-Persen Work Relationships.

6. Nature and Scope of Recommendatlons Commitments and
‘ Decisions.

7 Supervnsory ResponSIbmtles

All of the factors are not dlscussed at each class level. The factors when readily
apparent in the discussion, have been combined at some class levels to avoid repetition.

This is an amendment to the class epeciﬁcations\ for the classes’ PUBLtC '
HOUSING SPECIALIST | (appraved October 12, 1967), PUBLIC HOUSING SPECIALIST
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PUBLIC HOUSING SPECIALIST I, & I 3.706,3.708
PUBLIC HOUSING SUPERVISOR II; IV, V, VI |
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Il (approved January 7, 1977), Public Housing Manager 11l (approved January 7, 1977),
Public Housing Manager IV (approved March 14, 1972), Public Housing ManagerV & VI
(approved October 12, 1967) due to incorporation of managerial levels in EMCP in
accordance with Act 254, SLH 1980, and a change in title from Public Housing Manager
HI, IV, V & VI to PUBLIC HOUSING SUPERVISOR I, IV, V & VI, respectively, effective
October 1, 1982. ‘

DATE APPROVED: 9/20/82 /s/Clement L. Kamalu
: ~ for DONALD BOTELHO
Director of Personnel Services .

PUBLIC HOUSING SPECIAIST | 2 3.706

H

Duties Sumnﬁauz,

_ Serving in a trainee capacity, receives training in the various functions and
processes which comprise Public housing operations; performs simple assignments in
one or more of the functional areas of housing management

D|stmgu1shmg Characteristics:
1. Nafure _and Purpose of Work '

This is the entry-level trainee class; designed to provide a career-oriented
introduction to the functions and processes of public housing operations: financial
management, maintenance engineering, general housekeeping and administrative
services, tenant and community relations and rental and occupancy activities. Work
assignments are clear cut, routine and designed to provide concentrated experience and
training in one or more of the abovementioned functional areas.

2. Nature of Supervision Received

Close supervnsmn is exercised over the work assigned. Specific and detaﬂed
instructions as to the tasks to be performed and the procedures to be followed are
outlined at the time the assignment is made. However, as training nears completion,
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simple and moderately difficult assignments may be performed under general supervision,
allowmg for some mdependence of action. .

3. Guidelines Avatlable

As a part of the overall trammg plan, employees in this class become familiar with
and utilize the following guides: Federal Public Housing Administration and Hawaii .
Housing Authority laws, rules, regulations, policies and procedures; departmental and
HHA organizational manuals and directives; and specific instructions.

4. Nature and Scope of Recommendations, Commitments and Decisions

There is no responsibility for independent recommendations and decisions at this .
level. o ,

Exambles of Duties:

Attends orientation and training sessions; learns the various functions and
processes which comprise public housing operations; accompanies higher level _
specialists/supervisors on figld trips as an observer; concurrently performs simple tasks in
one or more of the functional areas for the purpose of gaining knowledge and developing
skill in the apphcatlon of work processes and techniques; and performs other dutles as
assxgned

Knowledqe and Abilities Required:

Knowledge of: A general understandlng of the fields of pubhc admlnlstratlon social
science and/or business administration.

: Ability to: Learn federal and State public housing Iaws, rules, regulations, policies
and procedures; collect, evaluate and interpret facts; learn interviewing principles and

techniques; secure the confidence and cooperation of others; keep fiscal records and

prepare financial statements and reports; prepare and present oral and/or written reports.
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- PUBLIC HOUSING SPECIALIST |l - 3.708

Duties Summary:

Performs the full range of assignments in one or more functional areas of public
-housing operations; may serve as a supervisory trainee.

Distinquishing Characteristics:

1. Nature and Purpose of Work

. This class is the independent worker level within one or more of the supportive
functional areas of public housing operations; for example: tenant relations; interviewing
and evaluating applicants and tenants; or tenant relocatlon Work assgnments
encompass the full range of diffi culty :

ThlS class also encompasses a supervisory trainee. Work assignments involve
assisting housing project supervisors:in the operations of a public housing area.
Assignments are designed to give a complete exposure to operational public housing
problems and operating practices. ‘With the exception of the simpler tasks, assignments
are accompanied by detailed instructions.

2. Nature of Supervision Received

Supervision received at this level is normally of a general nature; thereby requiring: -
that assignments be performed independent of continued supervision. The approach to
and the handling of assignments are the responsibility of an incumbent. Unusual
problems are referred to a supervisor or other higher level personnel.

Positions involving work of a supervisory trainee are under general supervision -
when assignments are of a simple to moderately complex nature. The more complex
assignments are accompanied by detailed instructions and are reviewed closely for
correctness of method and approach.

3. Guidelines Available
Same as I. However, at this level the incumbent is expected to be thoroughly

familiar with those guidelines applicable to his functional assignment, thereby eliminating
the need for detailed instructions.
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4. Nature and Scope of RecommendationsJ Commitments and Decisions ‘

Recommendations and commitments, where delegated, are Ilmlted to individual
assngnments :

5. Personal Work Contacts

Personal cohtacis at this'level are characterized by responsibility for maintaining

effective working relationships with prospective tenants, tenants, private home and

apartment owners, other community resources and members of the general public.
- Contacts may be initiated to: _

a. determine ellglblhty of applicants for public housing;

b. assist tenants with problems associated w:th thelr adjustment to public housmg
occupancy;

c. refer tenants for services;
d. re-evaluate tenant eligibility; and -

e. relocate tenants due to the closmg, or decrease in number of umts of a housing
pro;ect

Examples of Duties:

Coordinates a housing project’s social and community activities and services;
evaluates the need for and level of activities and services provided by community
agencies and orgamzatlons assists tenants in adjusting to living in a public housing
setting; refers tenants to community resources and provides interim and/or supportive
counseling; re-evaluates tenant families for continued eligibility; assists displaced tenants
and others in seeklng suitable homes; acquaints new tenants with project rules and

_regulations; receives and processes initial applications for tenancy in housing projects;
establishes eligibility for admission to housing projects; determines rentals to be charged

. by referring to official rates; investigates tenant complamts participates in on—the-Job
training. .
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Knowledge and Abilities Required:

Knowledge of: The principles, methods and techniques which apply to the .

- particular functional area of public housing operation; federal and State public housing
laws, rules, regulations, policies and procedures; interviewing principles and techniques;
~ sources of information concerning the renting or purchasing of homes; socioeconomic
factors influencing human behavior; community resources and their utilization.

"~ Ability to: Collect, evaluate and interpret facts; secure the confidence and
cooperation of others; maintain accurate records; present oral and written reports.

PUBLIC HOUSING SUPERVISOR il 3.710

Duties Summary:

_ Assists in the controi and conduct of the operation of public housing proiects in a
_deS|gnated area or district; and performs other duties as required.

‘Distinquishing Characteristics:

1. Nature and Purpose of Work:

This class involves responsibility for assisting the supervisor of a public housing
area or district by performing various functions on a regular basis and as a primary work
assignment. Assignments are designed to provide experience in conducting the day-to-
day activities in the various functional aspects of public housing supervision and/or to
relieve the supervusor of day—to-day tasks in one or more areas of pubiic housmg
operation.

2 Nature of Sugervision Received

. Superwsmn varies from close to generai depending on the complexity of the
assignment and the incumbent’s previous exposure to the type of situation involved. As
an incumbent gains experience in the various areas of work, supervision becomes more

- general and review of decision is primarily to insure consnstency W|th established policies
" and precedents.
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3. Guidelines AVailable

Federal PUbllC Housing Administration laws, rules and regulatlons departmental
and Hawaii Housing Authority rules, regulations, policies and procedures;.collective
bargaining contracts; and specific instructions.

" 4. Nature and Scope of Recommendations, Commitments-and Decisions

A position in this class conducts special studies and prepares reports and
recommendations in assigned areas of public housing operation. A position in this class
may be delegated responsibility to take final action in designated areas of public housing
operation and during the absence of the supervisor, may be delegated authority, within
established guidelines, to take action in other areas of public housing operation.

5. Supervisory Resgons_ibilities:

The class involves assisting the supervisor in the direction of area staff, including
but not limited to the clerical personnel and public housing specialists in the area or
district. Supervisory tasks at this level are generally limited to providing guidance in
specific cases, and making day-to-day assignments tfo the staff in response to immediate

needs.
6. Personal Work Contacts

Contacts with tenants, community groups and members of the general public are -
generally for the purpose of developing and maintaining a clear understanding of public
housing goals and objectives and the role the project should play in the total pattern of
community organization. Contacts with the tenants are often for the purpose of insuring
adherence to rules and regulations; assisting them with thelr housing problems and
complaints, collecting rental fees, etc.

o Examples of Duties:

Participates in on-the-job and other developmental activities; conducts special -
. studies, prepares reports and recommendations on assigned subjects; participates in
various operational activities including supervision of staff, investigating complaints and
recommending or implementing corrective action, authorizing tenant requests, granting
rental extensions and other changes to rental agreements; conducts meetings with
employees on programs and activities and represents supervisor at tenant meetings.
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Knowledge and Abilities Requiired:

Knowledge of: Problems in housing low income famlhes the objectives and
purpose of low rent housing; principles and practices of real property management and
the management of rental properties; office practices and procedures.

Ability to: Plan and organize the work of others; learn and apply supervisory
principles to the various functional areas of public housing operation.

PUBLIC HOUSING SUPERVISOR IV 3.712

Duties Summary:

‘Assists in planning, organizing, directing and coordinating the operations of public
housing projects; or serves as staff specialist in the development and evaluatlon of
programs and functions; and performs other duties as required.

DistingUishing Characteristics:

"~ 1. Nature and Purpose of Work

This class involves responsibility for-assisting a higher level Public Housing

Supervisor in all aspects of the operation of several public housing projects or rent

“supplement and leased housing projects. Because of the scope and location of the
projects, operations are relatively complex, present a high incidence of social welfare and
related problems, and consequently require the assistance of a position in this class.
Delegated responsibilities include the supervision of subordinate public housing specialist
and clerical and building maintenance staffs; the rental of units to eligible applicants; the
development of tenant social and recreatsonal groups; and the collectlon and recording of
rental payments.

This class may reflect the work of a staff specialist concerned with the
development of programs, policies and procedures, the provision of technical guidance,
the evaluation and reporting of program actlvmes etc.,ina broad area of public housing,
ona statewnde basis.
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2. Nature of Subervision Received

Work is performed under general supervision of the supervisor in charge of the
projects. Results are generally reviewed for compliance with administrative directives,
policy and procedural deferminations. In most instances, the implementation of decisions -
is not subject to prior review by higher level personnel. Recommendations for the
initiation of new programs, policies or procedures are subject to review for conformance
with overall goals and objectives of the organization.

3. Guidelines Available

Same as level Ili.

4. Nature and Scope of Recommendation, Commitments and Decision

This class reflects responsibility for developing recommendations en policy and
procedural revisions and for the solution of major tenant problems, changes in programs, .
staff utilization, etc. Positions at this leve!l also have delegated responsibility for final

decision concerning day-to-day operations of one or more public housing projects. During

“the absence of the project supervisor, takes final action on all matters wrthrn the
framework of policies and procedures.

5. Personal Work Contacts -

Contacts with tenants, community groups and members of the general public are
generally for the purpose of developing and maintaining a clear understanding of public
housing goals and objectives and the role the project should play in the total pattern of
community organization. Contacts with the tenants are often for the purpose of assisting
- them with their housing problems and complaints, collectmg rental fees, etc.

Examples of Duties:

- Serves as deputy or relief supervisor of several large public housing projects. This
includes assisting in the planning, organizing and coordination of project operations,
investigating tenant complaints and difficulties; inspecting property to ascertain the need
for repairs; developing tenant recreation and social programs, and supervising others in
carrying out tenant relations, clerical and maintenance activities.

Serves as staff specialist; conducts special studies; develops new or improved
programs in a broad area of public housing operation; develops and recommends new
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policies and procedures; reviews program activities; provides technical guidance to staff
and tenant organizations; provides and/or coordinates informational and educational
“activities; conducts social studies; and prepares reports, guidelines and correspondence.

_ Knowledge and Abilities ReqUired:

In addition to the knowledge and abilities required at the Ill level, must have

. knowledge of the principles and practices of supervision and be able to plan, organize and
direct the work of others in carrying out tenant relations work; establish and maintain
effective working relationships wnth community. leaders, the general public and public
housmg tenants.

PUBLIC HOUSING SUPERVISOR V | 3.714

Duties Summary:

Plans, organizes, directs and coordlnates the operation of a pubhc housing pro;ect
or projects. _

Distinguishing Characteristics:

1. Nature and Purpose of Work

This class lnvolves responsibility for representmg the Hawaii Housing Authority in
the operation of one or more housing projects. Housing operations are ‘affected by a high
incidence of social problems; e.g., vandalism, delinguency among minor tenants,
instability of family life, etc. A

Responsibilities include the direction of clerical and buil,ding maintenance activities
‘through two or more subordinate levels of supervisors; the rental of units to eligible

applicants; the development of tenant social and recreational. programs and groups, and
the collecting and recording of rental payments.

2. Nature of Suipervision Received

Same as level IV.
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3. Guidelines Available.

Same as level Il

- 4. Nature and Scope of Recommendations, Commitments and Decisions
Same as level IV.
5. Personal Work Co’ntacts
Same as level IV, except that they are more intense due to the size and character

of the population of the communlty in which the project is located, and the relatively Iarge
number of rental umts '

Examples of Duties:

Serves as the supervisor of the operation of a public housing project or projects.
This includes the planning, organizing and coordination of project operations; lnvestlgatmg :
tenant complaints and difficulties; inspecting property to ascertain the need for repairs;
and developing tenant recreation and social actlvmes

Know!eglge and Abilities Required:

In addition to the knowledge and abilities required at the Hll level, must have
knowledge of the principles and practices of supervision and be able to plan, organize and
direct the work of others in carrying out tenant relations work; establish-and maintain
effective working relationships with community leaders, the general public and public
housing tenants. . :

PUBLIC HOUSING SUPERVISOR VI 3.716
Duti_es Summary:

" Directs and coordmates the operatton of all pubiic housmg pro;ects located in the
pnnmpa! public housmg district.
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' Distinguishing Characteristics:

1. Nature and Purpose of Work

This class involves responsibility for the operation of the segment of the public
housing program covering four or more project groupings in the Oahu District. Assisted .
" by subordinate project managers and central maintenance and tenant selection staffs, the
position in this class is responsible for tenant relations, housing facilities maintenance, and
the development and execution of an operating budget.

2. Nature of Supervision Received -

Work is performed under general administrative supervision. Prior approval of
decisions affecting the overall operation and routine maintenance services of the project
areas is not required. Programs are reviewed for conformance with general administrative
policies, procedures, goals and objectlves

3. GundgtheS Available

The guides and precedents available at the lower levels are limited in their
usefulness. They provide a broad framework for operating decisions; but, in many
instances, they are only partially related to the problem. The incumbent of the position in
this class is, therefore, expected to exercise judgment in arriving at decisions which are
compatible with efficient public housing operation.

4, Nature and Scope of Recommehdations,~ Commitments ahd Decisions

Within broad program goals and objectives, the position in this class is responsible
for establishing, revising and implementing policies and procedures relating to the
operation of the public housing projects. This class also includes responsibility for
recommending an operating budget, and aiso the reviéw and recommendation of
éxpenditure of funds. ,

5. Personal Work Contacts
At this level, c‘onté‘cts outside the supervisofy chain-of command are limited to

~ representatives of federal and State agencies and community organizations. Contacts
with individual tenants are on an exception basis.
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Examples of Duties:

Serves as the general supervisor of all public housing projects within a major
metropolitan area. This includes developing and implementing operating policies:-and
procedures; the preparation and justification of an operating budget; and the supervision
of central maintenance, tenant selection and tenant community relations actlvmes

- Knowledge and Abilities Required:

In addition to the knowledge and abilities required at the V level, incumbents of
posxtuons at this level must have a knowledge of the operational structure of the Hawaii
Housing Authority and its relationship to the federal government and the community, the
ability to develop and implement operational policies and procedures and the ablhty to
apply sound operational pnncnples and techniques.
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QEF’ARTMENT O’E HUMAN RESCURGES DEV ELOPMENT 1.018

STATE QF HAWAH - 1.016

e B N S LT P R0
Class Spec;ﬁcatson fer 1:.018

the classés: : §.018

OFFICE ASSISTANT L 1L ML W and V

BE?R!'ES;Q'%F%&?{G@%

_ The. classes | ir this series reflect responsibility, :as a primary | function, for

© performing & varzeiy of clerical support sefvices, Services provided arid duties
performed range fropy simpls, routing tasks (6.9., sorting, filing; retrieving, dupl ieating,
maifing, posting and processing paper and electronic data ‘and racords; counting,
fallying, compiling, vérifying andfor correcting information) o trore involved activities
(8.g., providing inforthation and assistance 1o others about services available andfor
appifcahle policies and.procedures; assisting custorets with access to services,
scrgening calls-and Visitors; scheduling mieefings; ordering and maintaining office
supplies and: eqmpment preparing a variety of documents using’ wortd pro¢essing,
spreadsheei and otheroffice equipment and techriologies; supervising and performing
otherclerical agtivities in su;:part of the daysto-day operations of awork umé:)

Lavels iri this serics are disfinguisShed primarily on the basis of the following
factors:

1. Cornplexity of work

Supervision regeived

Nature of available .guidéﬁ‘ri’ésrv
5. Supervision exercised

CLASSIFICATION FACTORS mﬁ- EVALUATION

The primary key tothe interpretation of the:classes in this sérles is a
cerisideration of the overall character, ssope and complexity of duties. Cemplexrty is
relative arid the use of the-word “complex” in the. $pecification, with or-without various
modifiers, s in terms of these classeés only. The Exainiples of Dotles contain duties:
representaitve of & given level and are to be.used fo dlarify the more genera%azed
statemenis centa;ned i ihe Class- E};stmgms%sers

Positions. in this series typieally perform a mixed level of duties, and therefore,
will normally be evaluated on the basis of the highest level of work ;;ez'famaed fora

su%asiant;ai amourit-of ime under general supervision. The presence of a-couple of
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higher fewei dities peﬁormed for an jrsignificant amount oftime, or under close or
imimediate supenvision for training or other purposes will not be eénsidered in level
determination. Moreover, while the Examplés.of Duties pottion of a specification does
not normally repéat dutles’ presented inthe specification for lower-level.classes, its
understood that the dufies of lower [evel classes are ah 1mpi{e€§ part of the range of

“work of higher level cases. Fuither, where a-specific duiy is not mentioned'ina
specification, its level shall be ‘evaluated in ferms of the manner and circumstances i

- which it is:performed and sompared agamst the repfesematwe Huties lasted in the' '

specifications.

. CLASS DISTINGUISHERS:

OFFICE ASSISTANT.| {(1.015) - Performs simple and repeﬁtwe clerical work tasks with
very litfle. variabletiess, inaccordance with established procedures, as dirested. The
work typically involves a short cyele of various tasks and manual dexterity.

Examples of Duties: (Posftions may not be assigned all of the dities !isfed nerda the
examples necessarily include all of the dities that may be a&s:gned This does niot
precmde the assignmentof a‘uffes that.are not listed.}

1. Sorts and files matefials,

2. Obpens and date-stamps rmail.

3. Msends tom pages.

4 Duplicates material tzsing a copying machine,

5 Cﬁunﬁé%ﬁmgg‘;:ﬁems and performs simple computations. '

8. Petforms simple and répetitive’ data éﬁfr}.?‘:é?;'cﬁior typirg of forms and tabsks.

7. May also serve.as walking masseﬁger; 4

OEFICE ASSISTANT Il (1.616) ~ Performs moderately complex elerigal work involving
various standard dlerical routines that are caried oliton a regular or rofatiorial basis, in
accordance with standard practice and instruetions; and/or supervises and partsc:paies
in performing srmg}fe and repetitive clerical work fasks: that are primarily procedural iy

rigfuré and tarded out in accerdame with specific rrzsimci;ms ey cieaﬁy defined
procedufes..
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Examples of ﬁataes {P@Sit;ons may hot be ass;gﬁsd afl of the dutfes listed, nordlo the

examplbs. nessssardy inelude af of the dulles gt rmay be assigred. This does noz‘
- preclude the. asgrgnmenf of duties that are not fisted.) . 4

1.

10.
11.
12.
18,

14.

15.

Createsg edits, ;mnts, stores, retreeves gnd deleies Gosumems using a computer
and word grecess;fag and other seﬁwamf in draft or final form, from rough-or

corrected copy where instructions as to format and arfafzge“ment dre availabls.

Keyboarding/typing sbeed and acoutacy ars typically required.

Proofreads fyped maiersa!s for spelling, punctuation and grammatscai errors and
migkes corrections. :

 Sotts, -arranges and files material in accordance with established pmcedares

Gives out forms aﬁd provides siandard nistrizctions-and ass;ﬁance fo the pui::hc
infi Eiing out requested tﬁfcrmaﬁcﬁ

Chegks records and.forms such as applications, permits reqursx%zcns vouchers
and other materials for completeness and aceuracy Ih accordarice with

- presctibéd procedures.

Makes arithmetic computations and verifies totals usmg an adding machine or
ca?su!ator :

Answers the telephorie, routes calls and relays rﬁes‘sggaé to ap;;rﬁpﬁate peoples.

Greets callers and directs themito the appropriate person or office,

Pravides routine information to the public in person or over the telephone.

- Regceives, resporis to and sends e-mail messades.

Opens, date stamps, sorls, d;smbﬁtes and dispaiches ma;t
Acgepts cash paymeﬁis for standard fess and issuss receipis for payments,

Opsrates calculator, photocepier ‘facsimile and other office. machmes and

. equipment.

Operates @ vehicle as & substantial assignment in the performarice of
messenger duties.

;{Su_pe;misés and participates in the parformance of simple and repetitive clerical
- work on & regular and continuing basfs.
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-’fﬁ?ﬁCE ASS%STA?\%? 1 1 2’ 01 ?'} Perfarms journey !evs! cler;cai v‘v'cr'k m'vdvmg a

.....

&ﬁe}s‘%{g}mcessas aadfcr ref@rmi 6 a zmmbe;* ﬁ)f d;fferem SourCes aﬂﬁ reciire tha usa of
some judgmend to determine appropriate disposition; priaritizes work and carties out’
assigriments indepeéndently; in decordance with general instructions and sstablished
policies and procedures; andfor supervises and parficipates in performing m@derateiy
complex clerical work.

Exaniples of Dutles: (Positions may not e assigried &l of the disies listed, nor do the
examples. ﬂecassar;!y includle all of the duties that may be as&gﬁea‘ This does not
pz’eciude the assighiment of dufies thaf arg not listed.)

In-addifion to, the duties of the. lower level:

1. Creates, edits, prints, siores, retrioves and deletes documents using a computer
- and word processing amd other softwale, in drafi orfinal form, from rough of
eorracted copy where format end arrangement are not clearly indicated.

2. Prepares rewews and piotesses fcrms records, repotts, applications and othsr
docurmants for atcuracy, completion and coriformarice to sstablished
reqwrements .

3. Checks records and forms such as applications, permits, fequisitions, vouchers
and other materials for completeriess and accuracy; evaluates the information
contained therein for conformance with established requirements; and ;mcesses
documents i accordance with stablishied policies atid prosedutes.

4, Searchiss through avariety of paper and eléctronic filés and records, extracts,
' compiles and summarzzes information and prepares periodic and special fepafi‘s.

5. Cotvposes: rautme onrres;wndenee and letters-of acknowledgement..

B Sets up and malntains paper and electionit filss and revisss-fillag sygtems g5
necessary.

7. Provides general mﬁerma%‘fer; and resolves compldints.in person or overthe
tetephone irvolving sxplanation ¢f rules, regutations, pal icles and pmcedafés
-and knowledge of the organizafion’s purpose and functions.

8. Determifies the need for anid/or makes routine orders for necessary supplies,
materials or otfer items.
8. Msakes arrangernents for travel, equipment maintenancs, teléphone serviee, and

other sirilar matters,
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10,  Provides training arid guidance'to, and assigns; reviews emd eval uates the work
. of clerical subordinates petforming work comparable fo'thé class Office
‘Assistant 1L ’

OFFICE ASSISTANT IV (1 {}18’9 Performs senior level. c!erscai wotk that involves g
wide range of clerical fundtions whére sons Griginating and planning'of work are

required andfor & vaﬂeiy of highly comp ex clerical or administrative tasks that are
primarily substantive in nature and requires evaluating information for conformance with

_ established reguiremients and interpreting laws, ruleg-and regulationsi i order o
determine appropridte disposition and use of- judgment because problems are often not:

covered by standard Instructions, or established techniques, systems of progedures.
Carrigs oyt assignments: mdepenﬁen’éy, and secomplishies work with: substantial use of
discration and selectiveness in deviating from established processes and procedures.
Some positions:supervise and participate in performing complex cletical Work
comparable 10 the ctass Office Assistant|il.

Examples of Dufies: {Pcsmons may not be assigned aif of the duties listed, nordo, the
examples necessarily inciude all of the duties that may be asssgned This does not
. precluds the. ass;gnmant of dutles that are not listed.)

In eddition to the duttes of the lower levels:

1 Evalaazes and processes documents acgording io individual circumstances
where the correct course of dactfion is not clearly défined.

2. Performs extensive searches through a variety of paper-and electranic files and
records, extracts, refines. and organizes necessary ;nformamn and prepares
repotts.,

3. Summarizes materials and prepares reports requiring the interpretation and

analysis of data and ;udgment as foformatand details of presema%{erz

4, Evalugtes various off‘ ce processes and determings which may be performed
mote efficiently through the use of office dutomation; sets up databases,
templates; progedures, etc that will best meset. user and ¢ffice tequiremenis

5, F’rcmd&s training and guidance 10, &nd assigns, reviews and evaluates the work
of clerical subordinatas perfarming work comparable:to the class Office fkss;s%ant
ft., :
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- OFFICE ASSISTANT V {'i 19) — Supervises and participates in petforming highly
_ comf}iex clerical work samparabie to the class Office Assistant IV,

in aéé;tmn to the dui‘;es of %he owef ieve!s pmvxdes ts‘a nmg and gmdarsce %a

cemparabie ts tha eiass Gﬁ‘:ce Assxstarzt v,

_K@éﬁWL&EG& AND ABIEITIES R&QQ%R&Q (“fhe k&ow!edge and abffsﬁes mqa;red i
order to effectively perform the key dufies for each of thess tlagses afe indicated in the
followirig table. The degree of éach knowledge and ability reqiired is commensurate
with the: scope-ard tovel of complexily of the daz‘;es and f@spons:bs!;ties thatare
reflected in each class)

“P Indivates prerequisife knowledge and abilities that must be brought to tie job.
“A” irdicates knowledye aiid abilities that are required for full performance but may be
&cgwfed on lﬁe job, within the probationary period.

NN

"KNOWLEDGE OF: Pl EIP | P | P
Correct English grammar; spelling, pansmataan word
usage and arithmestic .

3=
I
T}_W.. :
"v'“c

Office practices and progedurss P
i Operatiori and maintenande- ﬁ? corrahion office 3ppﬁames R
' and equipment
Priniciples. and practices 0{' supervision el B
ABILITY TO: N Pl PP PP
- Read and understand oral and wriften instructions. : : <
 Write simply and.directly. ' Pi{PIP|IPIP
: Cemgar& wolds and humbers: qamkly and accuralely, PIPIP | P p
| Petform arithmetic computations PiPIPI PP
Operate and maintain office appliances and equipment. AlA|PI P | P
1 Compose. routme correspondence and other similar = I P
maderial, :
_Understané terpret and apply pertinent policles P P P | P
procedures, laws, rules and requlations. ' :
Dieal with 'offiers in a Yactiul and polité mandier. | fpiplPIi P P
Supstvise, assign, review, and evaluate the work of ] Bl
 pthers. '

*Required for ,eos;f;dﬁs with sapsmso;y res;%smbﬁ?iy
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MINIUM QUALIEIGATION REQUIREMENTS

Expetience Requirements:

Execept for thie substitutions provided for in this specification, applicants fmust
have had progressively responsible experience of the kind and quality deseribed inthe
statements below and in the amounts shown in the folfowing table, or any equivalent
combifiation of raining and éxpsrence: ' \

Class Title: Basic | Clerical |  Supwy Total
Exp Exp {Yrs} | ExpfApiitude Exp
{Yrs} : (Yrs}

| Office Assistant | | 2 0 6 1 |
Office Assistant 1l Y 6 0 12
Office Assistant it 1 1 B 2
5
3

Office Assistand IV 1% il 2-4i2
| Office Assistant V _ ¥ A 3-142

Basic Exe efiehce;.

*For Office Assistant I, no specific experierice or-training s required. However,
there miyst be' some ovidence of the ability to read, write and understand oral and
written English.. ‘

For Office Assistant Il through V,-applicants must possess six {6) months.of work.
- expmrisnce.which demenstrated knowledge of Engfish grammar, spelling, anthmetic;

ability to read and wnderstand oral and written instnictions; write sirply and ditectly and
comvpare: words and numbers quickly and aecirately. )

. wiernical Experience: Work experience which involved the performidncsof a
' variely of dlerical lasks and demonstrated knowledge of office pracfices and
procediires, and thes abllity fo arry out procedures in clérical work systems, and
operate vatious kindls of office equipment and technoldgies. '

Clarical Expeki

“*Supervisory Experienice ot Supétvisory Abtitude i required for positions with
supenisory resporisibility. » |

+  Superyisery experierice must Fave included: 1) plannig, organizing,
scheduling, and directing the work-of others; Zyassigning and reviewing their
work; 3) sxdvising them o difficult work problems; 4) training and developing

- subordineites; and 5) evaluating their work performance, and discipliing them
when neeessary. ' :
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@ S%AQEWISOW agit%i:ade is the demenstraﬁ@n ef ap%msde oF poteatlal fcr the

or sgecfai asszgrzmems whmh mveive sﬁme supemso;*y respeas;bﬂ;tzes er

" aspects.of supervision, e. g., by serving as.a group of team leader, or by the
a@mg}iet;on of tralning courses in sugervisioh accompanied by application of
supetvisory. skifls in work assignments; andlor by favorable. appra;sals bya
supenvisor mdmtarrg the possession of & supew;sory potential.

Keyboarding/CGomputer Skill Requirement, Some positions require keyboartﬁmg B
proficiency and/or the abllity to use computers and word processing and/or ofher
software-applications. Positions that require keyboarding/typing skill {40 net-words per-
minufe) are typically at the Off ice Assistant I and higher levels.

-ﬁ,uiastﬁiﬁts‘om Alowed:
1. Graduation from high sch@oi or squivalent may be substituted for 8&5;0
Experiance.

2. Excess Clerical Experieme may be substituted for Basic Experienaé.-

3. Suctessiul oompieﬁart of a substantially fuiinﬁme cleticaliofiice
support/business technology curriculum !eadmg foa degree diploma ot
cetiificate al.an accredited community college; business of-feghnical
school which Included courses irf English, clerical/office procedures, and
mathematics may be substituted forthe requweé Clerical Experience on.
the basis of fifteen (15) semester credits of satisfactorily cormpleted
coursework for six (8) months of experishcs, up fo a maximum of two. (2}
years:

4, Education in a bacealaureate program at an-accredifed college or
university may be substituted forClerical Experience on ths basis of
fifteen (15) semester credits forsix (6) months of expeﬁence uptoa
maximum of fwo (2 years

Guglity of Experience:

Possgsssion of the reqazred number of years of experience will not in itself be
ams‘g}ted as proof of qualification fora position. The applicant's overall éxperience:
" must have-been of such scope and level of responsibiity as o conclusively
demonstiate-that he/shé has the ability 1o perform the dutigs of the pasition for which
helshe is.being considered.



OFFICE ASSISTANT 1, [, I, W and V- | - Page9d
1.015, 1.016, 1.017, 1.018, 1.019 :

Saleciive Certification:

Sp@c;aiized knowledde, skills arid abilities. mmay be requsred o perform the dulies
of séme positions. For such positions, Selective Certification: Requiifemients:may e

 established and certificatlon: may be restrieted 10 eligibles who possess the pertinent

experience and/or training required to pérform the duties of the pesition:

Agencdies requesting selective cerlification must show the connection between
thie kind of tratning and/or experience on which they wish to base sslective certification-
and the éuﬂas of the position to be filled.

Tesivss.

Applicants may be required o qualify oh an appropriate examination,

Applicants must be able:to parform the essential ditties and respohsibilities of

the position, effectively and safely, with or without réasoriable aceonimodation.

e e ey es am e e e e e e e A R R W TR TR em e b e N M e W Y My e RS A e e e e e Ty T A e e e R N e W e e W e

Thisis a conse%idatien c«hartge (1) class tttle and cotle, and an ametidment of the
class specifications-and mininium qualification specifications for:the Clerk. and Clérk-
Typist series, which were: approved onNovember 26, 1974 and. March 31, 1975 (Clerk

‘Series)yand July 25, 2007 (Clerk-Typist Senes)

Effective Date: May 1 6, 2008

DATE APPROVED: = March 17, 2008

Humart Resources Development

 Director &1
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DEPARTMENT OF PERSONNEL SERVICES 10.235
STATE OF HAWAIL ' .

Class Specifications
for the Class:

' BUILDING MAINTENANCE HELPER

Duties Summary:

. Performs routine manual and semi-skilled tasks and assists a
building maintenance worker or a skilled building tradesperson in
building maintenance and repair work relevant tc the carpentry,
plumbing, painting, and electrical trades; and performs other
related duties. as assigned.

Distinguishing Characteristics:

This 1s the entry-level class in the Building Maintenance
series. This class differs from that of Building Maintenance
Worker I in that the Building Maintenance Helper performs duties
which are essentially routine and repetitive, as well as manual
and semi-skilled, in several of the trades as a regular and
continuing work assignment such as replacing window panes,
screens, locks, water faucets, and termite infested or rotted
boards, and assists trade skill workers in their assignments;
‘whereas the Building Maintenance Worker I performs a variety of
‘skilled building maintenance and repair work independently as a
regular and continning work assignment and may supervise one or
" more building maintenance helpers assisting in the work. ’

Examples of Duties.:

, Repairs and replaces window panes, screens, door locks, door
bumpers, bathroom.accessories, linoleum and tile floor covering;
repairs roof leaks with roof coating, shingles and mineral
surface roofing paper; adjusts and rehangs doors; cuts and
installs shelves and shoe racks; removes and replaces boards that
are termite infested or rotted; sands, repaints or varnishes
interior walls, shower walls, porches, steps, cabinets, sink
tops, furniture such as tables, chair, chest of drawers; assists
in the installation, maintenance, and repairing of plumbing,
water and sewer systems in offices, houses and other structures;
replaces shower valves, hose bibbs, lavatory, service, laundry
tray and sink faucets, washers, stems, packings and gaskets;
clears clogged toilets and drains; adjusts, repairs or replaces
toilet flush valves, closet tank fixtures, seats, closet. scréws

"and close coupled closet bolts; makes minor repairs to electric
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wiring; replaces fixtures, switches and electric outlets; mixes
cement or mortar and makes minor repair; performs manual work in
laying pipe, tearing out rotted lumber, stacking materials and
supplies, etc.; uses a varilety of hand tools and some power

" equipment in the performance of work; cleans, sharpens and
services tools and equipment used in the work; may operate a
vehicle in the transportation of materials; and may repalr power
lawn mowers, household appliances, small motor and other
auxiliary equipment. :

Minimum Qualification Requirements:

Experience and Training: Two years of work experience in
performing a variety of building maintenance repair work or its
equivalent combination of experience and training.

Knowledge of: Basic practices and methods in the repair of
buildings, including safety procedures; common tools, equipment
and materials used in the carpentry, painting, plumblng and
electrical trades

_ Abllltx to: Use the common tools utilized in a variety of

- building trades; do minor mechanical repairs; read and interpret

sketches and simple plans; understand and follow oral and written

. instructions; perform heavy lifting, mov1ng, digging or other
manual work typlcal of the class :

Physical and Medical Requirements:

- Applicants must be physically able to perform, efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewritten characters, glasses perxmitted,
and the ability to hear the conversational voice, with or without
a hearing aigd, or ‘the ability to compensate satisfactorily.
‘Handicaps in these or other areas will not automatically result
in disqualification. Those applicants who demonstrate that they
are capable of performing the essential functions of the position
will not be disqualified under this section.

Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqgualification.

Any disqualification under this section Will be made only
after a review of all pertinent information including the results
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of the medical examination, and requires the approval'of the
Director. . .

APPROVED: October 19, 1954 ~/s/ A.A. Akina, Jr.
ARTHUR A. AKINA, JR.
Director of Classification

Reviewed for currency and updated on April 13, 1983.

DATFE, APPROVED: 4/13/83
. JAMES H. TAKUSHI
Director of Personnel Services



PART I DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 10.252
‘STATE OF HAWAIT

Class Specifications
for the Class:

BUILDiNGvMAINTENANCE SUPERVISOR IT
(BUILDING MAINTENANCE SUPVR II)

Class Distinguishers:

Complexity: Plans, coordinates, monitors, and inspects the
maintenance and repair of buildings, wharves and other
structures, through a subordinate level of supervision.

Supervision Exercised: Supervises one or.more groups of
several building maintenance workers and/or other equivalent
tradespersons engaged in the maintenance and repair (e.g.,
carpentry, painting, plumbing, electrical, welding and/or masonry
work) of buildings, wharves and other structures, through
subordinate working supervisor(s) and/or a full supervisor.

- Full Performance Knowledge and Abilities: (Knowledge and
abilities required for full performance in this class.)

o Knowledge of: Practices and methods employed in the
repair and maintenance of buildings; the. tools, equipment
and materials used in the building maintenance trades (e.g.,
carpentry, painting, plumbing, electrical, welding,
masonry); safety procedures and occupational hazards;
applicable building, electrical and fire codes and
regulations; pertinent policies, procedures, rules,
regulations and bargaining unit contract provisions; and’
principles and practices of supervision.

"Ability to: Plan, lay out, schedule, and properly .
sequence the work of one or more groups of several building
maintenance and/or other equivalent trades workers through a
subordinate supervisor(s); develop a program of preventive
‘maintenance, and determine the need for building repairs;
read and interpret blueprints and sketches; estimate time, .
labor, equipment and material costs needed to perform '
building maintenance and repair work; direct and coordinate
the work of others (including outside contractors); inspect
work in progress-as well as completed work for workmanship
and compliance with established standards; prioritize work
assignments; keep records and prepare reports; understand,
give and follow oral and written instructions; supervise and
evaluate the work of subordinates; and deal effectively with
others within and outside the operating unit (e.g., other
supervisors, representatives from other departments, private

“contractors) in organizing, coordinating, and expediting the
work. 4
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Examples of Duties: (Positions may not be assigned-all of the

" duties listed, nor do the examples necessarily include all the
duties that may be assigned. The omission of specific statements
does not preclude management from assigning such duties if such
duties are a logical assignment for the position. The
classification of a position should not be based solely on the
examples of dutles performed ) :

e

1. =~ Evaluates work orders, interprets building plans and
-project specifications to establish the proper
sequencing of work and maximum utilization of
resources. '

2. Assigns, reviews and coordinates, through subordinate .
trade supervisors (i.e., working supervisor(s) and/or
first level full-time supervisor) the work of each
trade subunit in the repair and maintenance of publlc
buildings and other structures.

3. Periodically inspects buildings and structures, and as .
needed, meets with building, school or other
representatives to ascertain whether repairs are
required and determine priority of work to be
performed. Surveys the physical condition of .
facilities and prepares estimates of time, labor, and
equipment, and oversees the implementation and
completion of work orders and other planned activities.

4, Reviews requisitions for needed equipment, materials
- and supplies. Initiates requisitions which exceed
authorized spending levels. Maintains an inventory of
all equipment and materials assigned to the section.

5. Reviews plans, scopes work, prepares timetable and
- contractual requirements. Assists in arranging
contractual work for projects and emergencies which
exceed the capability of existing resources.

6. Monitors both contractor and/or subunit performance and
inspects work in progress or completed work for
workmanship and compliance with established standards.

7. Prepaxes activity reports and evaluates the
effectiveness of work act1v1t1es for efficiency and
economy of operatlons

8. Recommends approval/disapproval of personnel actions
which affect subordinate employees (e:g., selections,
promotions, transfers, leaves of absence, job
performance evaluations, disciplinary measures, etc.).
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9. Institutes, trains and enforces proper work procedures
and safety and health requirements through meetings and
- on—the-job training. '

This is the first specification for the new class BUILDING
MAINTENANCE SUPERVISOR II (BUILDING MAINTENANCE SUPVR II).

Effective Date: January 16, 1990

DATE APPROVED: 1/10/96
’ JAMES ‘H. TAKUSHT
Director of Human Resources Development
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: éi&ss-ismc‘sﬁ@aﬁm
forthe Class:

BUILDING MAINTENANGE SUPERVISOR|
' (BUILDING MTNCE SUPVR I}

ﬁtstmgﬁishm@ Characteristics:

?Eans fays out and inspects. the work ef a group of fully competent building
maintenance workers and/or equivalent workers, engaged in the maintenance and”
repair of buildings; wharves, paved areas and ottier related structutes, on a fulltime

basis. _

This cfass differs frorm that of Buil iding Mainteriance Worker Il in that fhe Building
Maintenance Supervisor | supervises the work of a group of building mealntenance '
workers, gtal, on a full-time basis and only occasionally may performi skilled building
mainfenarice work; whereas the Building Maintenance Worker{l spends a ma;eﬂty of

the work time In performing bullding maintenance work and, in addition, supervises the
work of several fully comipétent bullding mamtenam:e workefs

Exam ] Eef;; -of’,Dutaes:‘

. Plans, lays out, assigris, and Inspects the work of a gtoup of huﬁdxﬁg

maintenance workers-and/or other equivalent traties workers eéngaged in the
maintenance and repair of buildings, wharves, paved areas and other sfructures;
inspects buildings, structures, squipment and ge*ounds {0 locate Sonditions nesding
maintenance and schedules a preventive mainfenance program, receives work orders.
for neéded repairs and assigns personnel to pefform repalts; inspects-work in progress
for proper workmanship and cempliance with safety practzces, estimates labor,
materials.and eguipment required for maintenance and repair jobs; requisitions
aquipment arid materials; evaluates the work of subordinates and cohducts on-the-job
{raining as required; g}repares operational reports on maintenance activities.
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_ N
Minimum Qualification Requirements:

Expetience-and Trainin ining:

1. Seven {7) years of work experience in performing & varsety of buil ding
fiiginterfarics fepalf work of which three (3) yedrs shall have beenias a
fully co mpetent worker. A

2. orie (1) year of supgrvisory wWork expetierics which; mvoivad supbrvising
the work of othér fuiiy cempetent workers perf@rmmg & vaneiy of building
mainhtenance and repair-work which included: (1¥planning and directing
the work of others; (2} sissigning and reviswing their work;  (3Yadvising
thern on difficult problem areas; (é} tifing and schexi&lsng ‘theirworl; (6)
fraining and developing subordinates; snd (8) evaluating theirwork
petformance.and. cﬂsslpknzng them when necessary

Subsfitutions Alloy ad:

1. An Assodigie in Scaence degree frony an accredited community college in
carpentry ora retated building trade area may be:substituted for two (2)
years-of the buiil difig miaintenance repair work experience {excluding the
Tully competent worker experienes requirerent).

2.  Exeess subervisory éxpérience as dasr:rzbed above may be sulistiuted for
the bmlémg maintenance repaxrwork expenence ona monih~f0r~mont%a
basis.

Kiiawledde ofi Basic practices and methods in the repair of buildings, mch;dmg
safety procedures; éommon tocls, equipmerit and materials used in the carpentry,
plumbing, painfing and electrical trades; electra-rnechanical applianeessed in homes
and dther bulldings; prificiples and practices of stipsetvision.

Ability to: Plen, lay out, assign, and review the work-of a group of severai
bﬂslémg maintenanice andfor other équivatent trades workers; develop A schedule of
preventwe maintenance, and deterniine the need for bull ding repalrs; use Hand focls
utilized in g variety of building trades: read biueprmts and gKeiches; estimate time and
materials needed to perform maintenance and repalr jobs; and kegp records and make:
reports; understand and follow oral and wiitien instructions; deal effectively with cther
supervisory levels, In organizing and expediting woik, and respend:ng io émeigenties.
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Physical and Medics] Requirerments:

Applicants muast be physieally able to parform, efficiently and sfféctively, the
esséntial dutles of the positior with ¢r without reasonable accommodaticn,

Any coﬂdsfaan that would cause applicants tobea hazafc% o themselves or
others is causeé for disqualification,.

Any dzsqaaizﬁcaizon uhider this: section will be' made only after.a review of all
pertinent information inc luding fhe résults of the medicsl examination, and requires the
approval of the Director of Human Résources Development..

Mental/Emotional Re uirements:

Al apphcan’{s must possess emotional and merital stability appropriate: to the job
duties.and. respens«biitties and warking condmons

YN m e MM 6, m e we e S e R N MM S T e e e s e e W W e e MK DR WL M MK G W e s e M e e e e o G e e

“This is an amendment fothe speclﬁcatlon far the- cfass BUILDiN{;“:
MAINTENANGE SUPERVISOR |'which was. approved on March 25, 1 968,

Date Approved: _May 14, 2007 - @?@!tm% M, e
' for MARIE ¢/ LAmaéz‘fA
Diractor of Huriiah Resources Developmerit




.DEPARTMENT OF PERSONNEL SERVICES 10.240
STATE OF HAWAIT

Class Specifications
for the Class:

BUILDING MAINTENANCE WORKER I

Duties Summary:

Performs a variety of skilled maintenance and repair work in
the upkeep of buildings, residences, and other structures and in
the maintenance and repair of equipment and facilities housed in
such structures; and performs other related duties as assigned.

Distingquishing Characteristics:

This class differs from that of Building Maintenance Helper
in that the Building Maintenarice Worker I performs a variety of
skilled building maintenance and repair work independently .as a
regular and continuing work assignment and may supervise one or
more building maintenance helpers assisting in the work; - whereas
the Building Maintenance Helper performs duties which are
essentially routine and repetitive, as well as manual and semi-
skilled, in several trades such as replacing window panes,
screens, locks, water faucets and termite infested or rotted
boards, and assists trade skill workers.in their assignments.

This class differs from that of Building Maintenance
Worker II in that the Bulldlng Maintenance Worker I performs
skilled maintenance work in the repair of buildings, residences
and structures and equipment and facilities housed therein and
may occasionally lead the work of building maintenance workers
but confines supervision mainly to building maintenance helpers
and other semi-skilled or unskilled workers; whereas the Building
Maintenance Worker II, in addition to performing skilled building
maintenance work, supervises the work of several fully competent
building maintenance workers as a continuing work assignment
including setting the pace and quality of workmanshlp and
demonstrating proper work methods.

Examples of Duties:

Checks buildings, equipment and grounds to locate conditions
indicating the need for repair and maintenance work; makes
building repairs including patching roof leaks, replacing mineral
surface roofing paper, wooden and asbestos shingles; cuts and
replaces door and window panes; adjusts and rehangs doors;
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repairs'and‘replaces screens, door locks, bumpers, bathroom
accessories, toilet hinges and seats; replaces and patches cement
floors, asphalt tiles, linoleum floor coverings, foundations,
concrete and asphaltic concrete walks and drives; performs
woodwork such as removing and replacing shelves, cabinets, sink
tops, partitions, steps, porches, and termite infested and rotted
boards, and repairs furniture; builds forms for concrete and
repairs fences and gates; replaces electrical fixtures, fuses,
drop cords, switches; installs new electrical outlets, locates
and repairs shorts in electrical circuit; replaces broken pipes,
gaskets, packings, washers, hose bibbs, faucets .and closet tank
fixtures; installs wash basins, closet tank and bowls; unclogs
drains and sewers; sands, paints, and varnishes doors, walls,
window sashes, screen frames, furniture and new construction;
mixes mortar and builds walls; sweats copper pipe Joints and
‘fittings, and uses both oxyacetylene and electric arc welding
equipment to cut and weld pipes and angle braces; services,
lubricates, and regulates such equipment as water heaters,
ventilating and air-conditioning units, electrical water coolers,:
pumps and electric motors; may perform minor répairs and service
motor vehicles; estimates cost, time and materials needed for
repair and maintenance work to be performed; may perform
purchase, storage and inventory of materials, supplies and tools,
reports need for major repairs; uses a variety of hand tools and
some. power equipment in the performance of work; operates a
‘vehicle in the transportation of materials; cleans, sharpens and
services tools and equipment used 1n the work.

Minimum Quallfication Requirements:

Experience and Training: Four years of work experience in
performing a variety of building maintenance repair work or an
equivalent combination of experience and training.

Knowledge of: Basic practices and methods in the repalr of
buildings, 1nclud1ng safety procedures; common tools, equipment,
and materials used in the carpentry, painting, plumblng and
electrical trades; electro-mechanical appllances used in homes
and other buildings.

-Ability to: Determlne need for repairs 1nvolv1ng a variety
of building trades; recognize hazards typical of the work; use
hand tools utilized in a variety of-building trades; read
blueprints and sketches; estimate time and material needed to
perform a job; make mechanical repairs to ‘equipment and-
appliances; understand and follow. oral and written instructions.
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Physical and'Medical Requirements:

Applicants must be physically able to perform, efficiently
and effectively, the .essential duties of the position which
typically require the ability to read without strain printed
material the size of typewritten characters, glasses permitted;
and the ability to hear the conversational voice, with or without
a hearing aid, or the ability to compensate satisfactorily.
Handicaps in these or other areas will not automatically result
in disqualification. Those applicants who demonstrate that they
are capable of performing thé essential functions of the
positions will not be disqualified under this section.

'Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqualification.

Any disqualification under this section will be made only
after a review of all pertinent information including the results.
of the medical examination, and requires the approval of the '
Director. '

This is a specification for the class BUILDING MAINTENANCE
WORKER - I, which replaces the class BUILDING MAINTENANCE MAN,
GS8-5, approved on November 1, 1954.

APPROVED: June 25, 1959 ‘
: - /s/ A. A. Akina, Jr.
ARTHUR A. AKINA, JR.
Personnel Director

Reviewed for currency and updated on April 13, 1983.

DATE APPROVED:  4/13/83 ,
. : JAMES H. TAKUSHI
Director of Personnel Services



DEPARTMENT oF PERSONNEL SERVICES 10.245
STATE OF HAWAII

Class Specifications
for the Class:

BUILDING MAINTENANCE WORKER IT

Duties Summary:

Supervises and participates in a variety of skilled
maintenance and repair work in the upkeep of buildings, '
residences, and other structures and in the maintenance and
repair of equipment and facilities housed in such structures; and
performs other related duties as assigned.

Distinguishing Characteristics:

This class differs from that of Building Maintenance
Worker I in that the Building Maintenance Worker II, - in addition
to performing building maintenance work, supervises the work of
several fully competent bullding maintenance workers as a
continuing work assignment, including setting the pace and
quality of workmanship and demonstrating proper work methods;
whereas the Building Maintenance Worker I performs skilled
mairtenance work in the repair of buildings, residences and
structures and equipment and facilities housed therein and may
occasionally lead the work of building maintenance workers but
confines supervision mainly to building malntenance helpers and
other semlskllled or unskilled workers.

‘This class differs from that of Building Maintenance
Supervisor in that the Building Maintenance Worker II spends a
majority of the work time in performing skilled building
maintenance work and, in addition, supexvises the work of several
fully competent building maintenance workers;. whereas the
Building Maintenance Supervisor plans, lays out, and inspects the
work of a group of building maintenance workers, and/or-
equivalent workers, on a full-time basis and only occasionally
may perform skilled building maintenance work. :

Examples of Duties:

Plans, lays out, schedules and assigns the work of building
maintenance workers from work oxrders received by supervisors or
project managers; instructs subordinates and demonstrates proper
work methods; checks and inspects buildings, structures,
equipment and facilities for needed repairs; estimates material
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and labor costs; makes oral and written reports; requisitions.
materials; inspects work in progress and upon completion for
proper workmanship; works alongside subordinates to set pace and
quality of workmanship; replaces termite infested or rotted
lumber such as sidings, floorings, joists, door jambs and steps;
installs or replaces window sashes, screen frames, window
balancers, screen doors, sink tops, locks and latches; repairs
roofs with mineral surface paper, corrugated iron or other
roofing materials; repairs or replaces electrical outlets,
switches, lamp holders, heaters, electric motors, fuel pumps,
transformers and relays; replaces water lines, and plumbing
fixtures such as water closets, faucets, and valves; replaces and.
patches cement floors, asphalt tile and linoleum flooring and
asphaltic concrete walks and drives; paints doors, walls, floors
and furniture; unclogs drains, toilets and drainage systems; and
supervises and participatées in the emergency repair of water
mains and sewer llnes

Minimum Qualification Requirements:

Experience and Training: Six years of work experience in
performing a variety of building maintenance repair work of which
two years shall have been as a fully competent worker, or an
equivalent combination of experience and training.

Knowledge of: Basic practices and methods in the repair of -
buildings, including safety procedures; common tools, equipment
and materials used in the carpentry, plumbing, painting and
electrical trades; electro—mechanlcal appliances used in homes
and other buildings.

Ability. to: Plan,.lay out, assign and review the work of
other skilled building maintenance workers; determine the need
for building repairs; use hand tools utilized in a variety of
building trades; read blueprints and sketches; estimate time and
materials needed to perform maintenance and repair jobs, and keep
recdords and make reports; make mechanical repairs.to electrical
and plumbing equipment, appliances and facilities housed in
buildings; understand and follow oral and written instructions.

Physical and Medical Requirements:

Applicants must be physically able to perform, efficiently
and effectively, the essential duties of the position which
_typically require the ability to read without strain printed
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material the size of typewritten characters, glasses permitted,
and the ability to hear the conversational voice, with or without
a hearing aid, or the ability to compensate satisfactorily.
Handicaps in these or other areas will not automatically result
in disqualification. Those applicants who demonstrate that they
are capable of performing the essential functions of the
positions will not be disqualified under this section.

.- Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqualification.

Any disqualification under this section will be made only
‘after a review of all pertinent information including the results
of the medical examination, and requires the approval of the
Director.

Thls is the first speCLflcatlon for the new class BUILDING
MAINTENANCE WORKER II. ‘

APPROVED:  June 25, 1959 ' /s/ A. A. Akina, Jr.
: ARTHUR A. AKINA,‘JR.
Personnel Director

Reviewed for currency and updated on Apfil 13, 1983.

DATE: 4/13/83

JAMES H. TAKUSHI‘
.Director of Personnel Services
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DEPARTMENT OF PERSONNEL SERVICES 9.005
STATE OF HAWATT

Class Specifications
for the Class:

GENERAL LABORER I

Duties Summary:

Performs a varlety of routine, repetitive manual tasks not
requiring the continuous performance of a mechanical or trade
skill; and performs other related duties as a331gned

Distinguishing Characteristics:

This is the basic, entry level class in the series,‘

This class differs from that of General Laborer II in that
the General Laborer I performs unskilled manual labor work which
does not require a high degree of manipulative skill nor-
continuous arduous physical effort; whereas the General
Laborer II performs a variety of semi-skilled manual work tasks
involved in road, building, or other maintenance projects, or
performs refuse collection work involying continuous heavy
" physical labor as a major work assignment.

Examples of Duties:

Cleans culverts, cuts trees, digs and w1dens dltches,
-performs pick and shovel tasks in road patching, cuts grass, and
- ¥epairs roads as a member of a maintenance or construction crew;

- loads and unloads supplies and equipment; helps to lay pipes and

.back £fills holes and ditches; sets out flags and lanterns to warn

traffic; maintains a park or recreation area independently, mowing
lawns with hand or power mower, trlmmlng hedges, transplanting
shrubs, killing .weeds, planting and caring for flowers, and
cléaning restrooms; transplants seedllngs and clears trails in
forests; sweeps streets; prepares poiscns for use in eradlcatlng
pests; baits and sets rat traps; moves heavy materials using hand
truck and dollies; mixes cement and mortar; may operate a vehicle
in getting to and from work and occa51onally in transportlng

- supplies.

_Minimum Qualification Requirements:

Experience and Training: None required.

Knowledge of: Common hand tools and equipment used in '
manual, unskllled work.
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Ability to: Understand and follow oral instructions; perform
heavy lifting, moving, digging or other manual work typical of the
class

Physical and Medical Requirements:

Applicants must be physically able to perform, eff1c1ently
and effectlvely, the essential duties of the position which
typically requlre the ability to read without strain printed
material the size of typewritten characters, glasses permitted,
and the ability to hear the conversational voice, with or without
a hearing aid, or the ability to compensate satisfactorily.
Handicaps in these or other areas will not automatically result in
disqualification. Those applicants who demonstrate that they are-
capable of performing the essential functions of the position will .
not be dlsquallfled under this section.

Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqualification.

Any dlsquallflcatlon under this section will be made only
after -a review of all pertinent information including the results
of the medical examination, and requlres the approval of the
Director.

N This is an amendment to the class specrflcatlons for the
class ‘GENERAL LABORER I approved on October 27, 1958.

DATE APPROVED: 12/13/84 /s/Clement L. Kamalu
- - for JAMES H. TAKUSHI
Director of Personnel Services




DEPARTMENT OF PERSONNEL SERVICES 9.010
STATE OF HAWAIT

Class Specifications
for the Class:

GENERAL LABORER IT

Duties Summary:

Performs a variety of semi-skilled manual work tasks involved
in the maintenance of roads, buildings, structures and equipment,
or refuse collection work involving continuous heavy physical
labor as a major work assignment; and performs other related
duties as assigned.

Distinguishing Characteristics:

This is the advanced worker class in the series.

This class differs from that of General Laborer I in that the
General Laborer II performs a variety of semiskilled manual work.
tasks involved in road, building and other maintenance projects,
or performs. refuse collection work involving continuous heavy:
physical labor as a major work assignment; whereas the General
Laborer I performs unskilled manual labor work which does not
require a high degree of manlpulatlve skill nor continuous,
arduous. physical effort. '

This class differs from that of General Laborer III in that
the General Laborer II performs a variety of semi-skilled manual
work tasks involved in the maintenance of roads, buildings, other
structures, and equipment, or performs refuse collection work
involving continuous, heavy physical labor; whereas the General
Laborer III, in addition to performing a variety of semi-skilled
manual work tasks as the major work assignment, supervises the
work of a crew in performing a variety of unskilled . and semi-.
skilled manual labor work tasks.

Examples.of Duties:

Helps erect wooden and steel scaffolding in and around
buildings, scrapes. and wire brushes structural steel, wires
fences and other metal objects and applies metal primer and
paint, using a brush or spray gun; clears roads of dirt,
branches, rocks, mud and other obstructions after heavy rains;
fills chuck holes with rock; repairs and patches road surfaces
with oil, bitumuls or concrete; clears gutters, drains and
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outlets of obstructions such as rubbish, branches and rocks;
lifts containers onto truck, empties contents in truck and
returns containers to proper places; assists in erecting concrete
forms and mixing. and pouring concrete; repairs and patches
concrete sidewalks; paints and repairs guard rails and signs;
- assists in repairing wooden bridges; clears irrigation ditches
and removes obstructions such as rocks, mud and weeds and assists
carpenter in repairing wooden irrigation flumes; drills holes in
concrete floors with jackhammer; saturates ground areas with
- solution to kill termites; sprays attics and under .pinnings of
houses with wood preservative; tears out termite-infested wood
from porches, steps, doors, floorings, window sashes, joists and
ceilings; paints all new woodwork with wood preservative; assists
carpenter in repairing leaky roofs with roofing cement and
' replaces areas with mineral surface paper; replaces burnt out
lights and repairs light sockets, switches and electric outlets
and replaces fuses; assists carpenter in hanging doors, repla01ng
window panes, window screen frames, clothes line poles, flooring
and door jambs; replaces faucet and shower valves, washers, sink’
and basin traps, hosebibbs and tank bulbs; clears clogged
toilets, sinks and basin drain pipes; overhauls, cleans and
repairs stoves and burners; assists painter in preparing surfaces
for painting; services motorized equipment by checklng and .
filling gasoline tanks, checklng and filling oil in crank. case,
checking and filling water in batteries, checking air pressure in
tires, filling water in radiators and repairing flat tires;
washes and greases cars; checks mufflers, springs, brakes, and
exhaust pipes and reports findings to mechanic; assists a
carpenter in carrying building materials, supplies and equipment
to and from job sites; digs post holes and repairs fences in
forest reserve areas; refills soda-acid fire extinguishers;
operates a passenger type-power mower in cutting grass on public
grounds; as lead man, baits, sets and checks rat trap lines for
the eradication of rats; "operates a pickup truck to transport
laborers or haul materials to work projects; operates a buster,
concrete mixer or -similar equipment as a regular work assignment;
occasionally assists a plumber in cutting, reaming and threading
- pipe or a mechanic in cleaning mechanical ‘equipment and shop
tools; and performs continuous heavy physical labor in refuse
collection as the major work assignment.

Minimum Qualification Requirements:

Experience and Training: One (1) year of manual, unskilled
~and semi-skilled work experience; or an equivalent combination of
experience and training.
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, Knowledge of: Common hand tools and equipment used in
manual, unskilled and semi-skilled work; and common methods,

procedures, and materials used in general construction and

maintenance work, including safety practices. :

Ability to:  Use common hand tools and equipment typical of
the class; understand and carry out oral and written
“instructions; and perform heavy llftlng, moving, digging or other
manual work typical of the class

Physical and Medical Requirements:

Applicants must be physically able to perform, efficiently and
effectively, the essential duties of the position which typically
require the ability to read without strain printed material the
size of typewritten characters, glasses permitted, and the
ability to hear the conversational voice, with or without a.
hearing aid, or the ability to compensate satisfactorily.
Handicaps in these or other areas will not automatically result
in disqualification. Those applicants who demonstrate that they
are. capable of performing the essential functions of the position
will mot be disqualified under this section.

'Anyhcondition which would cause applicants to be a- hazard to
themseives or others 'is cause for disqualification.

Any disqualification under this section will be made only
after a review of all pertinent information including the results
of the medical examlnatlon, and requires the approval of the
Director.

This 1s an amendment to the class spécification for the class
GENERAIL LABORER II. approved on March.25, 1964.

DATE APPROVED: 12/13/84 . A
- : JAMES H. TAKUSHI
Director of Personhel Services



DEPARTMENT OF PERSONNEL SERVICES 9.015
STATE OF HAWAII :

Class Specifications
for the Class:

.GENERAL LABORER III

Duties Summaxry.:

_ Supervises a work crew and participates in the performance
of a variety of repetitive, unskilled and semi-skilled manual
work tasks in connection with the construction, maintenance or
repair of roads, grounds, buildings, and equipment; and performs
other related duties as assigned. .

Distinguishing Characteristics:.

This is the working supervisory level in the series.

This class differs from that of General Laborer II in that
the General Laborer III, in addition to performing a variety of
semi-skilled manual work tasks as the major work assignment,
supervises the work of a crew in performing a variety of
unskilied and semi-skilled manual work tasks; wheréas the General
Laborer II performs a variety of semi-skilled manual work tasks
involwved in the maintenance of roads, buildings, other structures
and- equipment, or performs refuse collection work involving
continuous heavy physical labor.

Examples of Duties:

Plans work schedule, assigns work to crew; supervisés and
participates in cleaning ditches, gutters, culverts, siphons,
manholes, and drainage systems; supervises and participates in
cutting grass, weeding, mowing lawns, and cleaning sidewalks,
highway shoulders, medial strips or other roadside areas;
-supervises and participates in trimming overhanging branches of
trees on roads; supervises and participates in making minor
repairs to buildings such as removing rotted and termite infested
boards; supervises and participates in collecting and disposing
rubbish; supervises and participates in digging trenches and
leveling sidewalk areas; supervises and participateés in repairing
and -patching broken pavement, curbs and highway shoulders;
maintains. drainage ditches and siphons for proper drainage;
supervises others in repairing guard rails, traffic signs,
markers and wooden bridges; supervises and participates in .
widening, repairing and resurfacing wearing surfaces of highways;
keeps records of work activities of subordinates and prepares
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periodic time and equipment reports; patrols the assigned section
of highway during storms, watches for hazardous conditions such
as mud, boulders -and trees and other obstructions on pavement and
removes same; marks danger areas when necessary; confers with
Superiors concerning the progress of work assignments and the
work performance of subordinates; may keep inventory of supplies
and equipment used; may keep time records; may submit written
reports of ‘activities; and may operate a truck in transporting
men and materials to and from Jjobs. '

Minimum Qualification Requirements:

Experience and Training: Three (3) years of manual,
unskilled and semi-skilled work experience; or an equivalent
combination of experience and training.

Knowledge of: Common hand tools and equipment used in
manual, unskilled and semi-skilled work; common methods,
procedures and materials used in general construction and
maintenance work, including safety practices.

Ability to: Operate and maintain simple construction and
maintenance tools and equipment, deal effectively with .
subordinates and obtain good results from workers supervised;
give and receive both oral and written instructions; plan, lay
out, .assign and review the work of other laborers; perform heavy
lifting, moving, digging or other manual work typical of the
class.

Physical and Medical Requirements: .

Applicants must be physically able to perform, efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewritten characters, glasses permitted,
‘and the ability to hear the conversational voice, with or without
a hearing aid, or the ability to compensate satisfactorily.
Disabilities 'in these or other areas will not automatically
result in disqualification. Those applicants who demonstrate
that they aré capable of performing the essential functions of
the position will not be disqualified under this section.

Any condition which would cause applicants to be a hazard to
themselves or others is cause for disqualification.

Any disqualification under this section will be made only
after a review of all pertinent information including the results
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of the medical examination, and requires the appfoval of the
Director. ' : '

This is-an amendment to the class specification for the
class GENERAL LABORER III approved on December 9, 1955.

DATE APPROVED: 12/13/84

JAMES H. TAKUSHI
Director of Personnel Services .
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