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Attachment A-1: Personnel Actions for BOR approval.
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UH System Luke Amy Assistant to Senior Executive Office of the President Appointment $11,250 May 17, 2019
Lonj
T z=
g 1
—— <
o ~
]
> L
\Ta)
Ul
un

31440 S.LN3C0ISIYA
11§JMVH 40 )\IIS"BAHH
6c: 64 0L AW 6L

M

(13A137

Recommendation: That the Board approve the personnel action as recommended.

David Lassner
President































































































































































































































































. UNIVERSITY OF HAWAI‘I
3’ JOFFICE OF INTERNAL AUDIT
5 Audit Results
For the Fiscal Year Ended June 30, 2019

10.

provides a copy of the draft report concurrently with or subsequent to this meeting. From a timing
perspective, Internal Audit generally provides the preliminary draft report to the auditee
approximately four (4) weeks prior to the next scheduled Audit Committee meeting. The auditee is
requested to provide draft report comments by an agreed upon due date of receiving the initial draft
report. Internal Audit incorporates relevant and appropriate comments received by the auditee into the
report draft. A revised draft report is generally distributed to the auditee within one business day.

Report distribution to the Audit Committee Chair, Vice Chair and BOR Office:

Subsequent to incorporating auditee comments into the draft report, the report draft will generally be
distributed to the Audit Committee Chair and Vice Chair for review and comment. Subsequent to
review by the Audit Committee Chair and Vice Chair, the report draft will be forwarded to the BOR
Office for distribution to Audit Committee members prior to the Audit Committee meeting. The
report draft will be presented by the Director of Internal Audit at the Audit Committee meeting.

Management response:

Unit management is generally requested to provide a written response to findings and
recommendations included in Internal Audit’s report. Depending upon the timing of management’s
preparation of their written response, the Director of Internal Audit forwards the written response to
the Audit Committee Chair and Vice Chair prior to distribution to Audit Committee members. Unit
management personnel are requested to attend the Audit Committee meeting to respond to possible
Audit Committee member questions and comments.

Final report distribution:

Subsequent to the Audit Committee’s review and acceptance of the draft report, Internal Audit
finalizes and distributes printed and electronic copies of the report to Unit management and
appropriate senior management personnel of the University.

Follow-up:
Approximately one year subsequent to audit report issuance, Internal Audit performs a follow-up
audit to assess the implementation of Internal Audit’s recommendations and Unit corrective action.

Time Allocation

Similar to other professionals in accounting and auditing, Internal Audit tracks time spent on each project
and task. The following chart summarizes the time allocation for the fiscal year ended June 30, 2019
(actual time through April 15" and estimate to complete through June 30™):




























































2019 CIP Budget

(General Obligation Bonds)

Description BOR FY 20 BOR FY 21 CD1FY 20 CD1FY 21

Renew, Improve, and Modernize (Systemwide) S 157,000,000 S 133,000,000 80,000,000 S 50,000,000
Capital Renewal & Deferred Maintenance (CCs) S 25,000,000 S 25,000,000 25,000,000 S 14,500,000
Science Building (HonCC) S 43,500,000

Pharmacy Lab Improvements (Hilo) S 3,000,000 S 3,000,000

Renovate Sinclair Library to become Student Success

Center (M3anoa) S 41,000,000 S 41,000,000

Snyder Hall Replacement (M3anoa) S 55,000,000

Renew, Improve, and Modernize (Hilo) S 5,000,000 S 8,000,000
Minor CIP (CCs) S 10,000,000 S 10,000,000 S 14,000,000 S 10,000,000
Kuykendall Hall (M3noa) S 2,000,000

Development & Infrastructure (West O‘ahu) S 7,000,000 S 8,000,000

General Education Building | (West O‘ahu) S 1,000,000

Planning Projects (West O‘ahu) S 500,000 500,000

Manono Campus Development (HawCC) S 2,000,000 50,000,000

Holmes Hall (Manoa) S 2,000,000 35,000,000

Keller Hall / Physical Science (Manoa) S 1,000,000

Agripharmatech Bioprocessing Facility (WinCC) $ 3,000,000

Manoa Mini Master Plan Phase 2 (Manoa) S 6,000,000
CTAHR - Kula Ag Station (Manoa) S 500,000

Aeronautical Science Program (Hilo) S 321,000

Hangar 111 (HonCC) S 11,650,000

PV Systems Buyout (CCs) (Reimbursable GO) S 4,000,000

Manoa Athletics Master Plan (Systemwide) S 750,000

Clarence T.C. Ching Complex Field (Systemwide) S 2,000,000

Cancer Center Early Phase Clinical Trials Facility

(Systemwide) S 6,500,000

Total $ 295,000,000 $ 319,500,000 $ 193,721,000 S 88,500,000




2019 Bills with Appropriations

Bill No. Description SSS FY20 SSS FY21
HB 560* Honolulu CC Energy System Technology Training S 130,000
HB 654 Cancer Center Research S 350,000
HB 843 Hawai‘i CC Applied Technical Education S 60,000 | S 60,000
HB 1455 Maui College International Office S 37,650 S 37,650
HB 1547 Athletics (Manoa and Hilo) S 4,000,000 S 4,000,000
SB 50 HI-NET (Community Colleges) S 455,000 [ S 455,000
SB 316 Hawai‘i Promise Program (Community Colleges) S 700,000 | S 700,000
SB 989 Academy for Creative Media S 1,200,000
SB 1404** [ JABSOM Loan Repayment Program S 150,000
SB 1418 Pamantasan Council S 195,000 [ S 195,000
Total $ 7,277,650 $ 5,447,650

*Transferred from the Department of Business, Economic Development and Tourism

**Appropriation shall be expended by the Department of Health in coordination with the UH Manoa John A. Burns
School of Medicine



















2019 Select Measures of Interest

Operations

UHWO - Film Studio

SB 33 SD3 HD2 CD1

RELATING TO ECONOMIC DEVELOPMENT

Increases the annual rolling cap for the Motion Picture, Digital Media, and Film Production Income
Tax Credit. Requires the University of Hawai‘i, West O‘ahu campus and HTDC to execute a
memorandum of understanding that commits the parties to enter into a no-cost lease agreement
for at least 60 years that includes a provision for the transfer of title within 6 years to a certain
parcel of land from the University of Hawai‘i, West O‘ahu campus to HTDC.

Update: Enrolled to the Governor

HB 312 HD1 SD2

RELATING TO CREATIVE MEDIA

Requires the University of Hawai‘i, West O‘ahu campus, to offer a Bachelor of Arts degree in
creative media by the start of the 2020 spring semester. Repeals the annual $35,000,000 rolling
cap and extends the repeal date for the motion picture, digital media, and film production income
tax credit; provided that title to a certain parcel of University of Hawai‘i, West O‘ahu campus land
Is successfully transferred to the Hawai‘i Technology Development Corporation. Appropriates
funds.

Update: Failed to meet the final decking deadline













2019 Select Measures of Interest

Resolutions
Board of Regents

SR 134 SD1

URGING THE BOARD OF REGENTS OF THE UNIVERSITY OF HAWAII TO FOLLOW
AND ABIDE BY THE PUBLIC NOTICE REQUIREMENTS FOR ITS MEETINGS
PURSUANT TO CHAPTER 92, HAWAII REVISED STATUTES

Update: Resolution adopted by the Senate

UH Manoa Faculty Classification

SR 149 SD1

REQUESTING THE UNIVERSITY OF HAWAI‘'l BOARD OF REGENTS TO REVIEW AND,
AS NEEDED, CONFORM THE CLASSIFICATION OF ITS FACULTY TO ENSURE
GREATER ALIGNMENT WITH THE MISSION AND PURPOSE OF THE UNIVERSITY
AND INCORPORATE THE ASSOCIATION OF AMERICAN UNIVERSITIES'
MEMBERSHIP INDICATORS INTO ITS STRATEGIC PLAN FOR THE UNIVERSITY OF
HAWAI‘l AT MANOA

Update: Resolution adopted by the Senate




Board of Regents Nominees

GM 570 - Board of Regents of the University of Hawai‘i, Gubernatorial Nominee,
ROBERT WESTERMAN, for a term to expire 06-30-2022

GM 571 - Board of Regents of the University of Hawai‘i, Gubernatorial Nominee,
ALAPAKI NAHALE-A, for a term to expire 06-30-2023

GM 572 - Board of Regents of the University of Hawai‘i, Gubernatorial Nominee,
KELLI ACOPAN, for a term to expire 06-30-2020

Update: All nominees were confirmed unanimously by the Senate on 4/24/19

























Other Single Chamber Resolutions Adopted

HR 201 HD1

REQUESTING THAT THE COMPTROLLER CONVENE A WORKING GROUP TO REVIEW AND
RECOMMEND IMPROVEMENTS TO STATE FACILITIES TO MAXIMIZE HEALTH AND
COGNITIVE FUNCTION

SR 15 SD1

REQUESTING THE DEPARTMENT OF AGRICULTURE AND HAWAII TOURISM AUTHORITY
TO REPORT TO THE LEGISLATURE ON THE PROCESSING OF STATE OF HAWAII PLANT
AND ANIMAL DECLARATION FORMS, INCLUDING THE COSTS INVOLVED, AND CONVENE
A TASK FORCE TO REVIEW THE EFFICACY OF SUCH FORMS

SR 16

REQUESTING THE LEGISLATIVE REFERENCE BUREAU TO ESTABLISH A TASK FORCE TO
REVIEW HAWAII'S CURRENT VOTER EDUCATION SYSTEM AND PROPOSE
IMPROVEMENTS













Other Single Chamber Resolutions Adopted

SR 142

REQUESTING THE STATE TO CONVENE AN ARTIFICIAL INTELLIGENCE ADVISORY
COMMITTEE TO INVESTIGATE HOW TO IMPLEMENT, DEVELOP, AND REGULATE
ARTIFICIAL INTELLIGENCE IN THE STATE

SR 146 SD1

SUPPORTING THE DEVELOPMENT OF A HAWAIIAN LANGUAGE PLAN, INCLUDING
GOALS, BENCHMARKS, STRATEGIES, AND OUTCOMES, TO BUILD UPON
ACCOMPLISHMENTS AND TO ACCELERATE THE NORMALIZATION OF OLELO HAWAII

SR 148 SD1

REQUESTING THE UNITED STATES ARMY CORPS OF ENGINEERS, STATE OF HAWAII,
AND CITY AND COUNTY OF HONOLULU TO ESTABLISH A WORKING GROUP TO EXPLORE
MATTERS RELATED TO THE ALA WAl WATERSHED
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MEMORANDUM
To: Board of Regents

From: Kendra Oishi, Executive Administrator and Secretary
University of Hawaii Board of Regents W«

CC: Lee Putnam, Chair
Carrie Okinaga, VP for Legal Affairs/University General Counsel

Date: Friday, May 10, 2019
Subject: H.B. No. 398, Relating to the University of Hawaii

The purpose of this memorandum is to provide a summary, timeline of related events, and
additional background on House Bill (H.B.) No. 398, H.D. 1, S.D. 2, C.D. 1, which was
recently passed by the Legislature and subsequently transmitted to the Governor for
consideration, for discussion at the May 16, 2019, Board of Regents (Board) meeting.

Background

During the 2019 legislative session, Senate Bill (S.B.) No. 919 was introduced with the
intent of reducing the number of members on the Board and making additional changes to
the responsibilities and composition of the Board. Several Regents expressed concerns
and testified in opposition to the bill. At the March 28, 2019, Board meeting, the Board
adopted a resolution urging the Legislature to defer action on S.B. 919, with 12 members
supporting and 3 members opposing the adoption of the resolution. Modifications to the
bill as it went through the legislative process removed several substantive concerns.

By the end of the legislative session, H.B. No. 398 ultimately became the vehicle for the
Legislature to amend the composition of the Board. A summary of the bill and related
timeline follow.

Summary of H.B. No. 398, H.D. 1, S.D. 2, C.D. 1
This bill does the following:
¢ Amends section 26-11, Hawaii Revised Statutes (HRS) by:

o Reducing the number of members on the Board from 15 to 11.

o Removing the provision that allowed the student member to be reappointed
for an additional term even though he/she may no longer be a student at the
time of reappointment.

o Reducing the number of members from the City and County of Honolulu, i.e.
Oahu, from 7 to 5.

e Amends section 304A-104, HRS, by specifying that a holdover member shall not
serve as a member of the Board beyond the end of the first regular legislative
session following the expiration of that member’s term.
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e Provides for transition as follows:
o Allows the members of the Board serving as of the effective date of the bill to
continue to serve the remainder of their current term.
o Specifying that as vacancies occur, that they be filled in accordance with the
requirements of section 304A-104(a), HRS.
e Takes effect on June 30, 2019, if approved by the Governor or allowed to become
law without signature.

Timeline

e Tue. 1/29/19: The Candidate Advisory Council sent names to Governor for three

Honolulu County seats whose terms begin 7/1/19

e Thu. 3/28/19: Board adopts resolution urging the Legislature to defer action on S.B.
No. 919 until full and further consideration could be given to the implications of the
provisions of the bill
Tue. 4/30/19: H.B. No. 398 passed Final Reading in the House and Senate
Wed. 5/1/19: H.B. No. 398 was transmitted to Governor
Thu. 5/16/19: Board of Regents Meeting
Mon. 6/24/19: Deadline for Governor to provide Legislature with notice of intent to
veto (note: providing notice of intent does not mean the Governor will veto)
Sun. 6/30/19: Effective date of bill
Sun. 6/30/19: Terms end for three City and County of Honolulu Regents, one of
whom applied for consideration of another term
e Tue. 7/9/19: Last day to veto or bills go into effect without Governor signature
e Thu. 7/18/19: Board of Regents Meeting

Follow up Action

Various Regents have raised questions concerning H.B. No. 398, in regard to the size of
the Board, proportionality of representation, impact to student representation, and
implementation.

Following customary practice the University will be given an opportunity to send comments
and advice for the Governor’s consideration as he makes his decision on the bill.
President Lassner declines to respond, based on prior experience and his understanding
of the will of the Board. Therefore, the Regents have the responsibility to decide on a
response, if any.

Several alternatives are open for the Board’s response, including submitting no response
and submitting comments and/or recommending veto.

The Board may choose to consult with its Counsel before deciding on its course of action.
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David Lassner
President
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TO: Lee Putnam — b
Chair, Board of Regents o :
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FROM: David Lass ' o
President ner%’wﬁ{ ﬂ“u’.—’—' gg

SUBJECT: REQUEST FOR WAIVER OF RECRUITMENT AND APPOINTMENT OF
MS. AMY LUKE AS ASSISTANT TO SENIOR EXECUTIVE (EXECUTIVE
ASSISTANT TO PRESIDENT)

SPECIFIC ACTION REQUESTED:

It is requested that the Board of Regents approve the waiver of recruitment and appointment of
Ms. Amy Luke as Assistant to Senior Executive (Executive Assistant to President), University of
Hawai'i, at an annual salary of $135,000 ($11,250 monthly), subject to executive/managerial
adjustments, as appropriate.

RECOMMENDED EFFECTIVE DATE:
May 17, 2019

ADDITIONAL COST:
The requested salary is less than the prior incumbent, who vacated the position in February
2017.

PURPOSE:

This appointment will provide the necessary assistance to the President in addressing a number
of matters under the purview of the President, to include system level, systemwide and Manoa
matters.

BACKGROUND INFORMATION:

Pursuant to Board of Regents Policy, RP 9.212, Executive and Managerial Personnel Policies,
and the associated executive policy and procedure, the waiver of recruitment for and
appointment of positions reporting directly to the President shall be approved by the Board of
Regents. The waiver of recruitment is standard practice for executive assistants and has been
appropriately reviewed before submittal of this request.

This position serves as the trusted assistant to the President, who serves as the chief executive
officer of the Board, the UH system and the UH Manoa campus, and provides leadership and
support in the management of matters reporting directly to the President. In addition, this
position addresses a number of operational and programmatic campus matters, and assists with
the development and implementation of initiatives and programs. Work performed has

2444 Dole Street, Bachman Hall
Honolulu, Hawai‘i 96822
Telephone: (808) 956-8207

Fax: (808) 956-5286

An Equal Opportunity/Affirmative Action Institution
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systemwide impact and requires necessary coordination and collaboration with UH system level
offices, UH Board of Regents office, throughout the Manoa campus and across the UH System.

Ms. Luke currently serves as Private Secretary to the President, a position she has held since
December of 2014 when she was recruited from service as Executive Assistant to the previous
Governor's Chief of Staff. In this capacity, she is the highest, appointed private secretary (level
1) within the University of Hawai‘i and has served as my personal and confidential assistant
since shortly after | was appointed President. During the past 4-1/2 years, Ms. Luke has
managed a number of matters on my behalf and with the departure of Mr. David Lonborg,
former Executive Assistant to President, in February 2017, she has assumed a number of daily
operational needs in facilitating matters, discussions and action memos with senior leaders and
their executive assistants on time-sensitive BOR and presidential action memos, coordinating
with a number of systemwide and campus offices on both unique and daily issues, and handling
a variety of matters within the Office of the President. Soon after | began service as interim
Chancellor of UH Manoa, the Private Secretary to that position retired and Ms. Luke assumed
additional duties. She has handled requests from external agencies including international
universities and organizations, federal and state departments, and private groups and
individuals.

Her experience within the state government and legislative body spans nearly 14 years, and she
has served as key assistant to high ranking officials and legislators. Prior to the University, she
served as the Executive Assistant to former Chief of Staff in the Office of the Governor, and
served in various key office capacities for the Hawai'i State Legislature including the offices of
the House Legislative Management Chair and Vice Chair; House Tourism, Culture and
International Affairs Vice-Chair; and House Judiciary Chair. She has nearly 14 years of state
service that provides our leadership and teams the depth and breadth of knowledge and skills to
help effectively operate the Office of the President.

Committed to self-improvement, Ms. Luke completed her master's degree in public
administration this semester from UH Manoa. She previously earned a bachelor's degree in
peace and conflict studies, with emphasis in mediation, negotiation and conflict resolution. Both
degrees are highly relevant to this position and the skills required to effectively manage my
office and the many highly complex internal and external relationships.

Waivers of recruitment for this position of Assistant to Senior Executive have historically been
approved given the nature of the position as the trusted and personal assistant to provide
discretion of the senior executive to appoint based on their needs, as is the practice with other
similar positions in UH and across state government. System EEO/AA and the Office of Human
Resources have been consulted and there are no issues.

This position of Assistant to Senior Executive is assigned to the UH System and UH Manoa
salary schedule and band SM-1. The minimum of this band is $75,000, the midpoint is
$112,500 and the maximum is $150,000. The proposed annual salary is $135,000 which takes
into consideration her overall compensation (which has included overtime after multiple other
staff departures, as appropriate for a civil service Private Secretary) and the continuous
expansion of the duties she has been assigned. The data for the assigned CUPA-HR 2017-18
(public) survey position reflect a 20" percentile of $88,542, a median of $99,129 and 80
percentile of $119,617, which we believe represents assistants more closely aligned with
professional level assistants in Hawai'i than highly experienced executive assistants.
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Ms. Luke has been instrumental in working closely with the offices of the Board of Regents, vice
presidents and campus executives as well as numerous faculty and staff as necessary. Her
experience, knowledge, professionalism and sound judgment are key to the success of the
Office of the President. Given her experience and the level of the executive she serves, and in
consideration of the comparable positions and her current compensation, the proposed salary is
appropriate.

ACTION RECOMMENDED

Based on the foregoing, it is recommended that the Board of Regents approve the waiver of
recruitment and appointment of Ms. Amy Luke as Assistant to Senior Executive (Executive
Assistant to President), University of Hawai'i, at an annual salary of $135,000 ($11,250
monthly), subject to executive/managerial adjustments, as appropriate.

Attachments:
1. Curriculum Vitae



Attachment 1

Amy M. Luke

Summary of Qualifications

Extensive expedence in conflict/dispute resolution, problem-solving, management of staff and public relations. Excellent
analysis, communication, presentation, facilitation and mediation skills. Progressive experience in Hawaii State
government managing multiple schedules, coordinating community and legislative events, campaigns, and fundraisers.
Attentive to details and adept at building relationships at all levels.

Experience

Dec. 2014 - PRIVATE SECRETARY
present University of Hawai‘i, Office of President David Lassner

Serve as personal and confidential assistant to the System President. Manage and provide coordination
of office and daily administrative operations relating to System vice presidents, chancellors, department
offices and the Board of Regents. Manage workflow requests from state, federal, county, international
and private organizations and assist with government relations and legislative strategy. Manage and
organize document facilitation and follow-up on issues requiring consent and approval from various
stakeholders. Serve as liaison to and inform staff of implementation of President’s strategic initiatives and
mandatory actions. Draft, edit, and review legislative, business transaction and action memos; letters of
support for grant applications, scholarship awards and federal programs; and all outgoing correspondence
prior to finalizing for signature and distribution. Manage student, parent and vendor complaints via oral
and written correspondence and route various complaints to the appropriate campus, department and
entity. Plan, organize and host campuswide fundraisers to support Aloha United Way and Hawai‘
Foodbank campaigns.

Feb. 2013 - EXECUTIVE ASSISTANT
Dec. 2014 State of Hawai'‘i, Office of the Governor, Chief of Staff Bruce Coppa

Provide support and oversight of daily admimistrative operations relating to state departments, divisions
and offices and requests from federal, county, international and private organizations. Manage and
organize workflow and office functions. Assist with restructuring, developing guidelines and drafting
letters of support for grant applications, legislative imitiatives and human resources. Ensure uniform office
and department compliance and track and respond to requests for public information. Facilitate
confidential and sensitive information including pardons, commutations and appointments to Governor’s
Cabinet and attached agencies. Manage constituent complaints via oral and written correspondence.
Supervise front office duties. Draft annual performance reviews for employees. Serve on Operations’
employment review panel for potential new hires.

Nov. 2008 — ADMINISTRATIVE SERVICES MANAGER (2010-2012), OFFICE MANAGER (2008-2010,
Feb. 2013 2013) AND COMMITTEE CLERK (2008-2013)
Hawai‘i State Legislature, Office of House Legislative Management Chair (2008-2010) and Vice-
Chair (2010-2012) and House Tourism, Culture and International Affairs Vice-Chair (2008-2012)
James Kunane Tokioka

Manage Representative’s legislative, district, office and external operations including personnel support,
wnventory and accounting. Interviewed, hired and supervised workflow of Representative’s annual office
staff, priorities and implementation of key projects. Prepare Representative’s remarks for external events
and stand in for Representative at community functions. Serve as lead staff on key 15% district projects.
Coordinate legislative events, including community/committee meetings (communications, logistics,
materials and follow-up). Develop and draft District related bills and resolutions. Compiled and drafted
Capital Improvement Project bill for the 14, 15" and 16™ House Districts. Composed proposed drafts
for amendments and work with drafting agencies. Met with lobbyists and analyzed legislative proposals.
Served as lead on all committee activities (quick research, preparation of materials for informational
briefings, televised hearings and panels) and liaison to all GLA’s and bills. Drafted testimony for hearings
and all correspondence, certificates and letters of recommendation. Tracked Representative’s personal,
district and committee bills and contacted district leaders for participation. Served as lead liaison to
campaign organization and main coordinator for all annual fundraising for campaign and charity events.
Established computer database and filing system for all constituent requests. Launched an e-mail database
and designed an e-newsletter template for monthly e-community newsletters.
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Nov. 2006 -
Nov. 2008

July 2006 -
Nov. 2006

Jan. 2006 -
May 2006

May 2005 -
Nov. 2005

Feb. 2004 -
Nov. 2004

OFFICE MANAGER AND COMMITTEE CLERK

Hawai‘i State Legislature, Office of House Judiciary Chair Tommy Waters

Managed Representative’s legislative, district, office and external operations. Interviewed, hired and
supervised workflow of Representative’s office and Judiciary staff, priorities and implementation of key
projects. Stood in for Representative at community functions and prepared Representative’s remarks for
external events. Served as lead staff on key 51% district projects. Coordinated legislative events, including
community/committee meetings (communications, logistics, matedals and follow-up). Assisted in
development of House Judiciary Package and District related bills. Drafted potential legislation/proposed
drafts for amendments and testimony for hearing. Met with lobbyists and analyzed legislative proposals.
Served as lead liaison to all Judiciary related bills/ GLA’s. Tracked Representatives personal/district bills
and contacted district leaders for bill testimonies. Prepared Representative’s bill binders (3% and Final
Reading on senate and house bills, including decision-making materials). Served as lead on all committee
activities (quick research, preparation of materials for informational briefings, televised hearings and
panels). Drafted correspondence and certificates. Served as liaison to campaign organization and
coordinated “Opening Day” and annual fundraising events. Managed personnel support, inventory and
office accounting,

OFFICE MANAGER
Hawai‘i State Legislature, Office of Representative Ryan Yamane

Managed Representative’s legislative, district, office and external operations. Prepared Representative’s
remarks for external events and stood in for Representative at community functions. Coordinated
legislative events, including community meetings (communications, logistics, materials and follow-up).
Drafted correspondence (legislative memorandums, constituent responses and community newsletters).
Drafted certificates (community service, leadership accommodations, service learning projects, lifetime
achievement awards, community and environmental contribution efforts and graduation/honor rolls).
Managed personnel support, equipment inventory and office accounting. Organized, prepared and setup
town meetings and events. Organized and assisted in volunteer coordination, pick up and drop off for
community wide recycling project to benefit Mililani High School.

COMMITTEE CLERK AND LEGISLATIVE AIDE
Hawai‘i State Legislature, Office of Representative Brian Schatz, Honolulu, HI

Compiled testimony and collated packets for Representatives according to specific protocol. Researched
community and governmental organizations that handle citizens’ concerns and questions. Drafted
correspondence (legislative memorandums, constituent responses and community newsletters). Worked
with federal, state and city agencies on jurisdictional issues. Organized and hosted fundraisers to benefit
the Hawai‘i Foodbank.

CLIENT SERVICES REPRESENTATIVE
Certus Corporation, Hawai‘i Branch

Provided clients with the strategies, information and techniques to improve both the quality and
efficiency of their services. Helped clients recover under-payments, reducing costs and improving quality
through reengineering of the administrative functions. Worked independently with limited supervision.
Provided expertise on all billing components and research programs i.e. SMS, Shared Medical Systems,
and CMS, Premise or Electronic Remittance Advice Systems.

LEGAL ADVOCATE AND LAW CLERK
Legal Aid Society of Hawai‘i, Wai‘anae Unit, Wai‘anae, HI

Provided civil legal services to financially disadvantage citizens. Personal case list involved public
assistance, housing, family problems and consumer law. Assisted staff attorneys with legal research
projects and preparation of legal documents and court forms. Involved in court proceedings, representing
disabled clients in benefits denial hearing and follow-up of appropriations and/or appeals.
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