Plan,

This office is responsible for providing leadership in i
operational policymaking that has impact on the devel
implementation of systeswide academic abjectives and goals.

STATE OF ENMALL
UNIVERSITY OF BANNAIX
COMMIMITY COLLEGES

MAJOR FUNCTIONS

direct, and coordinate the programming and operatjions of six
Cammmity Oolleges within the University of Hawaii
Employment Training Office.

coordinate activities with the lelozr for Uniwv
of Hawaii at Hilo as they relate to Hawaii ity
College.

policias which affect the units within the Uni
including the Community Colleges.

Develop a strong, plamming base derived from
University Strategic Plan, "New Directions for the | 80s,"
and an understanding of campus missions as articulated in
the Academic Development Plans.

Provide systemwide coordination and leadership in
affairs in the areas of educational programs,
and interagency relations, and special needs p

Provide assistance to colleges in their pursuit of |their
educational goals inclyding: academic planning,
qumt and institutional assessment.

k-

Develop ocurriculum and programs to fulfill comwunity
education and vocational education needs.

Negotiate or participate in negotiating training contracts
with agencies. ‘
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Work with senior systemwide and campus administrators, BOR and its

comittees, legislative committees and their staffs [and with City,
State and Federal agencies and cammmity groups.

Asgist campuses in program, curriculum, and course |development in
fulfilling agencies’ training needs.

Academic Support Services

Coordinate curriculum and program development through drafting
academic policies and reviewing program proposals.

Coordinate and facilitate inter-campus and intra-campus program
articulation.

. Provide support for academic program management| by reviewing
program and degree proposals, assessing budget |requests, and
advising on academic personnel requests.

. Undertake research on selected academic program development issues.

Coordinate the development of federally funded vocational education
activities and programs, and monitor their impl tion.

. Coordinate with the campuses, educational curriculym and academic
programs by responding to cammunity needs.

ACADEMIC PIANNING, ASSESSMENT AND POLICY ANALYSIS

Coordinate the develogpment of the academic prpgram planning

process.
. Facilitate the ocampletion of selected planning evaluation
activities including: the State Higher Bducation ional Plan,

strategic development plans, campus academic lopment plans,
accreditation self-studies, and program reviews.

Prepare selected reports to facilitate the of academic
programs.

Support program planmning and evaluation by developing and
maintaining an academic program database.

Conduct selected policy analysis studies.




to campuses by formulating policy and exercising

OFFICE OF ANINISTRATIVE AFFAIRS

This office is responsible for providing leadership and di?im
ffairs

responsibilities in all aspects of administrative

including budgeting, fiscal, human resources, and facilities

plamning and management.

Physical Facilities, Planning and Construction

Develop planning and management systems to pramote policy
compliance within the Cammunity College System.

Provide centralized support services in budgeting, fliscal,
personnel, and extermal funding.

Participate at the policy level on collective ining
contract negotiations and ocontract interp tion
including the handling of grievances.

Conmtact or coordinate activities irmvolving relati
v:.'ch semor systawme and campus aclmmstratms

and with Clty, State and Federal agencies and
groups.

Review, approve, if delegated, and process i
matters; conduct managemsnt and other studies;

recuired . ]
systemwide or inter-campus impact.
Coordinate all activities relating to the

improvemsnts, and repairs and maintenance projects jof the
Cammmnity Colleges.

Chair the Camamity Colleges Computer Consortium ittee
vhich was designed to establish policy gquideli and
ococrdinate the resocurces and efforts of the coll for
administrative and other uses.

Plan, organize, and coordinate long- and short-range
physical facilities plans for the ocoammmnity gollege
system.

Coordinate activities with private contractors, |campus
administrators, goverrmental inspectors and supervise and
participate :Ln the preparation of plans for new
canstruction projects and kuilding alterations.

Prepares capital improvements budget for ity
colleges in consultation with the provosts, llors
and other esscutive officials.




Camputer and Telecommumnications
Coordimtoarddirtctdatabasemnaq-untardamlj:.
ices and

Develop the ccsmnity colleges systeswide computer
telecommmnications programs.

Develop policies and procedures and administer [them upon
adoption.
Serve as liaison with the appropriate system [office in

coordinating the community college activities in the|respective
areas.

. Prepare and develcp long-range plans and goals forl cammunity

college systemwide oomputer services and tel ications
program.

Budget
Coordinate, review, and prepare budgets and expenditure plans
and reports required by the University, State Federal
govermments .

. Develop system kadget and institutional allocation plans.
Develop budgetary and control systems and procedures|
Conduct special studies and analysis affecting the budget.

'Financial and Operations
Develop, review, and revise policies and operati fiscal
affairs procedures.

Supervise the observance of existing Uni ity and
goverTmental policies and regulations on fiscal mat .

Coordimate, review and administer extramural oconftracts and
grants.

Provide messenger and mail services to the various campuses.




Human Resources

Develop and direct the persomel system for the
ocolleges to include reviewing proposed persomnel
advising the Chancellor on the course of action, fi
of personnel transactions, fringe benefits,
compensation and personnel appointments.

Provide overall systemwide leadership in the
goals for the program, including

cammunity
ions and
auditing
workers’

ion and

personnel deveEq:nent of
persomnel rules, policies and procedures and ensure ropriate

implementation.

Serve as the Chancellor and community colleges’
advisor in interpreting and administering provisis

principal
ne of the

varjous collective bargaining contracts. Serve as grievance

hearings officer.

Serve as principal liaison with the University
Management Office.
Serve as Equal BEwloyment Opportunity/Affirmati

Officer. Coordinate and assist in the devel
Community College Affirmative Action Plan.

Personnel

ve Action
of the

This office is responsible for providing leadership and
operational policy in the development and plamning of
student services and cosmunity affairs programs.

Provide leadership and coordination to student
and oontimiing education systemwide planning
prograsming.

Provide leadership in developing programe interl
private sector businesses and the national
intermational commmity.
Responsible for the resource development and
programs coordination.

Create and maintain linkages with commni
goverrmental agencies to assess and to fulfill
education and training needs.

and
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and

wamni
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Student Affairs

Develop and prepare commnity oollege systemwide policy
regarding student services. ~

Conduct analyses of student affairs policies and procedures

to ensure programmatic consistency among campuses. Recammend
resolution to identified problematic areas.

Serve as systemwide epert in interpreting and
policies and procedures in exceptional or unique cas

Cammunity Affairs

. Identify and develop systemwide linkages with private sector
Develop and prepare cammnity college systemwide policy
regarding commnity affairs.

. Conduct analyses of cammnity services policies and
procedures to ensure programmatic consistency among icampuses.
Recommend resolutions to identified problematic area

Public Information

Develop and coordinate effective public information program
for the commmnity ocollege system.

Work with all facets of media, including the
television, radio, etc.

. Prepare and develop public information documents, such as
anmual reports, news articles, magazine articles, etc.

Staff Developwment

Develop, plan and coordinate staff development activities for
the cammnity ocollege system. This includes |providing
training to upgrade skills and developing workshops |[to enrich
and enhance professional knowledges and abilities.

Identify ocommnity college faculty and staff goals,
cbjectives, directions in order to respond to these|needs.

Develop and plan general criteria and guidelines for
individual/class career pathing.
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UNIVERSITY OF BAWAIX
COMMUNITY QOLLEGRS
EMPLOYMENT TRAINDIG CFFPICE

MAIOR FIRCIICNS
' OFFICE OF THE STATE DIRECIOR

Provide direction and leadership in planning, or , air

controlling and evaluating job training programs; sexvices ux'l
acti'iﬂ“. '.-",'.
. Assure delivecy o qully jb traink fnstructional

: activities.

" Secure’ and a-.tgx staff to ebtah\ orqmi.zah‘luul‘eﬂi&.uﬁr
&nd effectivensss. C

Assure maintenance of posit.lvo ocganizational elﬁuu.' L

Arrange extramural finding for conducting varicus on~go A and
implementing new jdb training programs. . .' inc

Wadntaln livkages with  participating agencies  and
o:ganizaticns. : L

Asmre&nprepxaﬁmotabo:tuﬂlmrﬁmplww
budgets to carry out planned instructi services and

hssist the Direckoc in the aduinistration of the fnstructiooal job

training progzams, services and activities.

Flan and conduct staff improvement and evaludtion activities.
Serve as the persomnel administrator. |

 Assiire classroom vitality and environment that lead to quality

teaching and effective student learning.

CGoordinate the developeent of project proppsals to maintain
on—going job training programs and to start pew ones.




~ STUDENT SERVICES

Provide for the planning, developing, oconducting evaluating of

support activities concerning students.

Provide for the plam:lng organizing, dwaoplng
evaluating of imt.:ucuoml prograns, services and

and prospective students.

Planandp:ovid-sttﬂmtabocqwtiﬁtm

‘Establish and maintain  effective

Provide program and course information to ooopeutlng agenciu

Provide orientation to in-coming students.
Conduct adnissicn and registration activities,

Provides acadmmic, occ\ptinml and pe:#ml asscsaunt
activif.i.-.

Plan and provide testing sexvices.
Hainnin'studtnt records and reports.
Conduct follw-up studi.u of ltudnnt

': ‘with
participating and coopexating schools and a ‘

Prepare reports on students that arxe xqueeted by
partic.ipatim agencies and oxganizatims :

Provide EBQ/AA services and activities.

INSTROCTICNML, SERVICES
dalives and
1 fmr

Conduck Mvidnlhd leamning activities utflizing
stau-d-thﬂrttmuqtnmdw oxmation.

mmnlamlguid-tnimslnatwniwwd Mﬁmgﬂ&h
Buluat.c student progress and maintain xecor

Request, install, use, and maintain instru Y materials,
supplies and equipment in erhancing trainee learning.

Participate in professional development vities,

Maintain teaching-learning erwiroment that motes desirable
trainee-instructor relationship and ensures leaming.
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ADMINISTRATIVE SERVICES

Provide for the planning, organizing, developing, directing,
controlling and evaluating of administrative services fin the areas of
f:.scal. facilities, personnel, and fixed assets.

- 'Prepze and execute the hudget for the program.
. Prepare quuterly allotment cxpenditure plan and pedodi.c‘

- operatianal reports.

- Maintain cnrrent. balances of availgble funds

Pre-audit requisitions, purchase orders,

' trac!:unl obligaﬁ.ms cettttyirgastothe
. funds.

i:mntoqr records.

accounts. -

:on and con=
vaﬂability of

Supuvin p:opu't.y and invento:y activities and maintain

- Review, procas, and maintain cont.racts enteyed int:o Iar the

"Phinba.i.n linkages with appzapriatn £iscal

personnéi " ferom

partid.patix_xg agencies and organizations and|the university

-offices.

Assure personml actions are in canpliance

university and state personnal policies,
guidtlinu

Swﬁﬁ_'&@ﬂ)ﬂj |

Revrty .

\\3§"°\)

 Negotiate and contract for instructional facilities to conduct
job training programs.

With applicable
requlations and




Employment Tralning Office

Aooroved . Eungtiongl ptaterents
Administrative Services Unit

Provide for the planning, organizing, and directi
administrative support services required by the p
services include the management of business and ¢
affairs, personnel administration, procurement an
management, facility maintenance, and security.

Brogram Planning

Responsible for the preparation of program b
organization.

Business Affairs

Responsible for the organization's fiscal op
including budget execution, accounting, disb
contracts and grants management, procurement

Bersonnel

Responsible for ETO's personnel functions in
processing of personnel transactions, assurl
personnel actions are in compliance with app
University and State regulations and existin
bargaining contracts.

Qperations and Maintenance

Responsible for the cleaning and maintenance
assigned buildings.

Security

Responsible for providing adequate security
safety of faclillity users as well as a preven
safeguard the assets of the State.

Physical Plant and Equipment

o)

o

]

(o]

¢ Responsible for the adequate facilities to c
training programs. This function also inclu
and contracting for off-campus tralning site

0 Supervise property and inventory activities

inventory records.
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