State of Hawaii
University of Hawaii
\J Institute for Astronamy

MAJOR FUNCTICNS

CETICE CF THE DIRECTOR

The missicn of the Institute is two-fold: the producticon of the highest
possible quality of astruncomical research and the provisicn of facilities and
professicnal guidance to gzaduate students of astronamy to encble them to meet
curriculum requirements and to gain first-hand experience in current astrcnomi-
cal research techniques.

Toward these ends, the Director:

° initiates, directs and controls Institute activities.

® initiates scientific projects deamed relevant to the Institute's

overall program. ' -
provides policy quidance for his staff.
establishes pricrities for use of available rescurces,
coordinates planning for stafs and facilities cdevelcment.
reviews and evaluates programs. )
maintains liaiscn with the internaticnal astronomical corunity
and with goverrment agenci.s.i.xmlved in astrencmical research.
- stimulates scientific staff efforts toward significant research
achievements,

° coerdinates the developrent of facilities at sites designated by

* the State for astrencmical research.

L directs and conducts scientific reseaxch.
™ coordinates the scheduling of research projects ard utilizaticn
of research facilities at the Mauna Xea and Haleakala Ckservazcries.

MAUNA IEN CESETVATORY COCFDTNATION CFTIsE

The rapid grovth in the mumber of facilities cn Mauna Kea, and the wice
ir+ternational interest in the site, has created the nced for an cffice in e
I.\)lritutc to coerdinate applicaticns for use of the mountain, the CIP projocts
an the mountain, and the harmoniocus relaticnship betwecon the diffcrent users.



his office is run by the Assistant to the Director who reports immcdiately to
he Dircctor and has respensibility for: )
\J®  coordinating with cutside agencies plans for the construction of now
facilities, ard facilities improvements. |
° coordinating with Stata cffices requests for use of land on Mauna
Xea. )
e coordinating with Stata and University offices the desicn and imple-
mentation of State capital imprcvénent projects cn Mauna Xea.
° cnvening mcetings of the Mauna Xea Users' Coammittee.

FTICE Cr RESEARCH SUPECRT

Muxch of the Institute for Astronamy's program is relatad to the support of
cientific research, rather than the actual conduct of research. Research
xograms are supported by the Administrative/Fiscal Support Division, the
gineering/Instrumentation Division, the Mauna Kea Support Services Divisien,
che Haleakala Suprzort Services Division, ard the Special Services Cffice.

. jervices inclucde: .

° cnsulting with and advising the Director in matters of planning,
organization, and policy relative to these supporting divisicns in
the Institute. _ .

° develcping ard maintaining contact with Federal gover-ment, ard

- cutside, agencies which provide grant and contract surpcrt to the
Institute for Astroncmy, ard ensuring that the centzactual chliga-
tions ard responsibilities of the University are met.

) establishing and maintaining contact with such UH offices as Perscrnel,
Contracts and Grants, Procurement and Dudget, o represent the
Institute's needs as these are established by the Assistant Director
in consultation with the Director.

Mministrative/Fiscal Suroort. The Adninistrative/Tiscal Suppert Secticn
 is respensible for fiscal control, grants ard contractss acninistration, grocure-
Tent and preperty marcgament, perscrnel managerent, adninistraticn and conesTl
of the Jcb Crder Systom ard Administrative Recharge Systom, and maintenance cf
bu' lings and grounds at the Manca facility. '

e Administrative Officer IV, wder directien ¢f the Assistant Oircctcr:




.+ e analyzcs resource requircments and develops plans and cperating
bxdgets. : .
\ ® oversees the preparation and administraticn of fiscal aspects of
grants and contracts from supperting agencies.
° ensures that furds are utilized in accordance with law, requlaticns,
grant and contract terms, and maintains pcsitive contxol.
e oversees purchasing functiens and property accountability.
° provides for logistic support services to staff.
° controls perscnrel actions in terms of allowances, furds ard
propriety. .
° controls Job Crder System and Acministrative Recharge System,
Engineerinc/Instrumentation. The Ingineering/Instxumentaticn Divisien is
respensible for all aspects of engineering systems, instrument design, fabrica-
tieon, installation and maintenance.
The Engineering Manager, urder directicn of the Assistant Cirector:
e  coordinates the cperaticns of the Machanical Engineering, Electrical
' Engineering and Software Branches.
\_J ) evaluates the maintsnance programs for equipment at the chservatories
and Manca Heaccuarters, ard lends technical assistance and direction
as required. _ ' .

o  evaluates scientific systems, equipment and instrumentaticn require~
ments presented by scientists and cther staff members and develcps
egineering propesals for their design, fabrication and installatien.

° develcps engineering staffing plans and hudcets to accomelish the

- authorized work and exercises positive controls over the applicaticn
of rescurces allccated to the divisien.

® provides training programs for engineering and technical staff
nenbers,

Mauna Xea Succort Services. The Mauna Xea Suppors Services Divisien is
respensible for provisicn of services to all the cbserving facilities on Mauna
Xea. Urder the direction of the Assistant Director, the Surpert Services
Superintendent:

° ensures the availability and adecuacy of electrical power, telegicre

\J - sexrvice, water supply and other utilities to the user grcups cn e




U

ensu:esthattheacccssroadfrcnﬁale?ohalmtothesmmtfacxhues
is maintained, and that snow is removed expaditicusly.

provides for and maintains vehicles as requested by the facilities.
ensures the availability of accommexddation arnd meals at Hale Pochaku
and, as recuested, at the surmit facilities.

maintaing fiscal accounting reccrds for purpcoses of billing the
benefiting groups.

maintains the library at Hale Pchaku.

oversees the purchasing functicns asscciated with the provision of

the suppcrt services, recanmrds perscnnel actions relative to MKSS
staff, '
oversees preoperty accountability.

analyzes resocurce recuirements, develcps plans and cperating budgets
for the MKSS.

provides support sexrvices to visiting astrornomers and other authorized
perscns as may be required and as available. '
maintains liaiscn with local goverrment agencies and the public on
matters relating to the Chservatory as delegated Ly the Assistant
Director.

Haleakala Suzport Services. The Haleakala Chservatory, consisting of the

Mees Facility and the laser/Satellite Ranging Facility, derives support £ the
Baleakala Support Services Group. The Chservatory Surperinterdent, wxer the
directicn of the Assistant Director:

ensures the availability and maintenance of vehicles for the
cbservatory. .

ensures the maintenance cf. the Institute's facilities on Maui, cver-
sees purchasing functions and prcperty acccuntability for the
Haleakala Cbservatory.

oversees the preparaticn of cperating budcets fcr ialeakala Cbhservatcry.
provides for administrative/fiscal support for the Coservatory.
cversees the sciontilic support staff in the Mees Coservatory.

Special Services. The Special Services Cffice is established urder the

\"Iect responsibility of the Assistant Direcior to provide:

stoenographic services for staff.
manuscript proparaticn including typing ard illustration serzices.



o/

library services in coordination with a momber of the scientific
staff deosignatid by the Director.

L WNAKEL\’I" ZSCOTES

The missicn of the Ctservatory is to maintain and cperate under cptimum
cerditions all chscrvatory facilities ©o ensure maximum availability to

scientist

cervers.

The Superintenxient, under the directicn of the Asscciate Director:

o/

cooréinates ard supervises all cperaticns ard maintenance activities
at the Chservatsory.

. cenducts such chservaticn programs as may be directed by the Director.

prepares and executes the preventive maintenance program.

oversees the administraticn of the Chservatory including develcping
cperating plans, budgets, stafiing recuirements and c::n:ols cver
the applicaticn of availakble rescurces.

provicdes an~-the=-job training for staff members.

The missicn of the Chsesvatory is to rmaintain and cparate urder cptimm
crditions all Chservatory facilities to ensure maximem availability to
scient.st—cbsewe:s.

- =The Director, or his aprointed rerresentative:

coordinates and supervises all cperaticns and maintenance activities
at the Cbhservatory.

corducts such chservation programs as may be directed by the Directer.
prepares and executas the preventive maintenance progranm.

providas suppert services to visiting astronamers ard other authcrized
parscrns as may be reguired and as availatle. |

ovaersces the acministraticn of the Chservatsry including develcping
cperating plans, budgets, stafiing requirements and contrcls cver

the application of available rescurzes.

provides en-the-jcb training for staff mzrbers. .

maintainsg liaiscn with locsl govermmental agencics and the putlic on
matters related to the Chbeervatory.



" 2ASER/SATELLITE RANCING

Y The missicn of the Staticn is to conduct laser ranging programs and to
¢« elop and maintain the laser transmit/receive system, and associated equip-
ment at cptimum cperating levels.
The Project Manager, urder the directicn of the Director:
° ccordinates and suparvises all cperations ard maintenance activities
A at the Statien.
° conducts such ranging programs as may be directed by the Director.
° oversces the administraticn of the Staticn including developing
cperating plans, budgets, staffing reguirements arnd contsols cver
the applicaticn of available rescurces.
° provides on-the=-jcb training for staff members.
° maintains ljaisen with local goverrmental agencies and the public on
matters related to the Cbhservatory.

INFRARED TELESCCTPE CPERATION

The puxrpose of the Project is to maintain and cperate-—as 2 naticnally-
™ilable facility—-a l-metar aperture infrared telesccre facility in the summit
area of Mauna Kea urder a contract £om the Naticnal Aercnautics and Space
Adninistraticn.

The Scientist in Charge of the Divisicn, urder the direction of the
Dizentor:

° cocordinates and supervises the work of the staff,

plans, budgets and schedules all work elements incident to the pro—
ject and carries them cut,

® reports to and coordinates with NASA, NASA representatives, and other

organizaticns and groups involved in the facility as required.

® ccordinates use of the facility with scientists from cutside institu-

tions and ensures necessary supperting services are availarle,

® develcps staffing and rescurce requirements for the prolect.

RESEARCY! PROJECTS

o The mission of this largely scientific staff is to develep ard carzy cut
research programs of irportance to the astrenamical carunity, o seek fincncial
support for such work fram interested goverrmental agencics and other organilaticns



a»i o report their findings through professional meetings and publications.
Mditicnally, the scientific staff maintains close contact with UH graduate
{Uzent.s of astroncmy providing professicnal, scientific guidance, counseling
¢ assistance. The research scientists rcport directly o the Director.



