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OFFICE OF THE PROVOST
The Offlice of the Provost plans, organlzes, directs, and

controls the Institution's academic and support programs at the

campus
guidel ines and appl lcable statutes, and oversees th

and operations of the College In the followling funct

Administrative Asslstant

Provides staff assistance to the Provost and
the total

relocatton of the College to I+s new site.

level In accordance wlth establ Ished pol lcy

Curriculum and Instructlion.
Student services, admlisslions and records, co¢
student government.

Library and medla services.
Campus planning and Fesearch.
Flnance, accountling and budgeting.
transactlions and records.

Personnel

Physlcal plant and grounds, Includling parklngd
security.

Publlc retations.
Institutional research and administrative daf

Community servlces.

Is

scope of actlivities leading to the plannlin

Serves as coordlnator and "project manager" t
coordinate the Incremental development and tr

Kaplol ani Community College programs to Ft. R

nd procedural
management

lonal areas:

nsellng,

and

a processling.

In charge of

g and

o plan and

ansfer of

uger.




Works dlrectly wlth consul tants and agency personnel and

coordinates thelr efforts wlith the Col lege a
personnel on the development of the:
Educatlional speclflcatlons
Campus master plan
Environmental Impact statement
Pt anning, programming and budgeting f
renovation and new constructlion

Represent the Provost In a llalson role wlith

nd Systems

or

varlous

const! tuencles such as concerned cltlizens, s“udenfs,

faculty, staff, advisory commlttees, communl

leglsl ators, other unlts of the Unlverslity o
System, and approprlate departments of the S
and City and County of Honolulu.

Serves as a +roublesHoo+er for the Provost,
areas of particular concern and senslitivity
develop Information |eading to a decislon or
recommendat!on.

Handl es and processes the substant!al
memor andum to the Provost and prepares a slig
portion of the writing of letters, pollcy pa
publlc statements under the dlirectlon of the
Has responsibli ity for gathering varlous typ
applylng appropriate statistlical technliques,

reports.

flow of mall

ty groups,
f Hawall

t+ate of Hawall

reporting on

In order to

and
hiflcant

pers, and
Provost.

bs of data,

and producing




The Offlce of Student Servlices

following activities of the Student Services Prongm:

Admisslons and Records

The tunctlon of this office

fol low

Serves as the Provost's deslignee In handllng
bargalning complaints and grievances relaflT
interpretatlion and appllication of contracts]

condl tlons.

OFFICE OF STUDENT SERV ICES

is responsible f

Admisslons and records.
Reglstration.

Pl acement and flnancial alds.
Student actlivities.

Gul dance and counsel ing.
Resource to faculty and College adminlstrat]
student matters.
Yeterans.

Disadvantaged and handicapped students.

Foreign students.

Is to coordinate, d
through on actlivities
Dissemination of informatlon concerning admi

academlc offerings.

Processing of applications. registration, pl
testling.
Maintenance of student academic reports, eva

certiflcation.

in the following areas:

collectlve
g to

terms and

or the

on on all

frect and

ssfona and

acement

luation and




Counsellng
Student Actlivities

Flnapncial Alds

Job Placement

Articul ating with Instructors, staff and sty

regarding pol lcies and regulations concernl

standards, etc.

Serves as advisor to the Associated Students

Communlty College.

Oversees all ASKCC social and service activ

Conducts Intramural program.
Supervises preparation of ASKCC budget and

expendl tures.

dents

g academic

t of Kaplolanl

ties.

eviews

Coordinates flnancial alds program Includln$ | oans,

deferred payments, scholarships, and grants,

Counsels students on'educaflonal, vocational

problems.

Col lects and dlsseminates occupational and d

information and Interprets local employment

Gathers, clarlfles and publiclzes employers!

Job opportunities and malntalns records of
referrals and employment.

Secures part-time and full-time employment f
enrol led students as well as graduates.
Counsels students on educatlional, vocatlional

problems.

and other

tareer
+rends.
notices of

ttudent

or currently

and other




General

Coordinates orlentation and small group test
Asslsts students wlith educatlonal, personal,
and other problems.

tnstructlonal divisig

Malntalns | falson with

schools and other communlty agencles.

OFFICE OF THE DEAN OF INSTRUCT ION

The Offlce of the Dean of Instruction Is respon

adminlstration, development.

staff and curricula, and may serve as the Actlng Pr

. Oversees the recruitment, Improvement.
faculty.

Appiles and adminlsters the Unlversity's and
rules concerning fac;|+y,
Coordinates the development of the College ¢

program pianning,

GCeneral Instruction Support

and academlc support servi

This offlce Is responsible for certain defined
follows:
. Federal grants.

Summer sess!on.

Cl ass schedul es.
Divislon of General Educatlon., Busliness Education,
Education, and Publlc Service

The Instructlonal divislon

development, supervislion and Improvement of Instruc

Ing programs.

vocatlonal,

ns and high

slble for the

and Improvement of the Instructlonal

ovost.

and evaluatlion of

Col lege's

curricula and budget.

urricul um,

ces.
areas as
IFood Service

Is responsible for the

tlon and
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currlcula of selected academlc departments and/or g

Col lege. It provides Instruction In the followling

areas: general education, business educatlon,

education, and public service.

General educatlion (transfer) programs

and | anguage arts.

Business education programs Iin accounting,

admInistration. and data processing.

Programs In secretarial science and legal

para-professional work (paralegal).

Divislon of General Education and Health Education

The Instructional division Is responsible for 9

devel opment, supervision and Improvement of Iinstrudg

currlcula of selected academic departiments and/or |

College. It provides Instruction in the followling

areas of general educatlon and heal th educatlion:

General education (transfer) programs in mat

sclence, and the humanities.

Heal th educatlion programs In dental assistln

technliclan, medlcal

asslisting, medical lab f

nurse's aldes. occupatlonal therapy asslistln

nurslng,

Library Services
The Library

radlologic technology, and resplraf

Is responsible for the organizatlon

and control of all aspects of the |ibrary Iincluding

materlals, malntenance of recognized |Ilbrary standa

budget. The followling functlons are carrled out:

fooq

In sod

B

Food service and hospital ity education progrn

rograms of the
princlpal
serv ice

tal sclences

usiness

ams.

the
tion and
rograms of the

princlpal

hematics and

g, dletetic
echnliclan,
g, practilical

ory therapy.
» development
staff,

rds, and the




Educatlonal Medla Center

The Educational

and

dutles and responsibilities as follows:

Acqui sition of an adequate collectlon of I1b
materlial s.
Long and short-range planning and developmern
services.
Keeplng apprised of new developments in 11bn
and equlpment and evaluation of thelr applid
campus.
Budgetary planning and expendliture review of

funds.

Media Center performs a full

Provides Information. advises and assists fz
various Instructional methodologlies utiliziy
for more effective learning.
Maintains a basic resource of equipment, mai

faclilities for circulation, previewing, |Iis1

productlion services for classroom teaching &
support activities.

Conducts demonstratlions to famiilarize facul
students with equipment available and to en3
operate equipment.

Serves as llalson for the College faculty ar
educational Ided

agencies for Interchange of

resources Involving audio-vidual media Incly

workshops. Instltutes, projects, or research

rary
+ of

| 1brary

ary technol ogy

ablltty to the

| ibrary

range of scope

icul ty on

g mul ti-medla

ter T al s and
ening and

nd general

ty and
ble them +to
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Works with Col lege program heads In formul at
requirements and matters related to Instruct
Improvement.

Coordinate video tel ecommunicatlon and malnt

cable distributlon system.

lon of budget

Tonal

aln the campus

Operate the graphics and printshop operatlions.

Learning Asslstance Center

Provide tutoring services for all disclpllne

emphasls on reading, wriltling, math, and basl

Provide support for basic and developmental
programs.

Provide makeup testing and other outslde of
for other programs.

Manage the College Credit+ Equivalency Progra

Lomputing Center

Provide academlc computling services and assl
students and faculty and staff In the comput
Scheduie the use of the resources In the com
Perform and manage the malntenance of hardwa
computing center.

Evaluate and make recommendation on the purc
sof tware.

Provide asslistance In the College's computin

currlculum program.

s wlith
c skllls.

skills

class support

Fn.

stance to

I ng center.

putling center.
re In the

hase of

g across the




OFFICE OF ADMINISTRATIVE SERVICES

This office Is responsible for the administrative management
of the College including the Business Office, Persognnel Offlice,
and the operations and maintenance activities.
Business Offlce

This office Is responsible for the followling:

. Accounting and flinanclal management.

. Procurement.

. Payroll.

. Cashlering.

. Contracts and grants administration.

. Operating and capital budget preparation.
Personnel Office

This offlce Is responsible for the fol lowling:

. Personnel admlnls+ra;lon.

. Equal Employment Opportunity (Affirmative Action).

. Staff development activities and training.

. Workers compensation administration.
Operations and Malntepance

This office performs a variety of duties and rejsponsibillties
In the areas | isted:

. Physlcal plant operations and maintenance.

. Inventory control and record keepling.

. Mall, transportation and communication serviges.

. Safety programs.

. Parking and campus securlty.

. Custodial and groundskeeplng.




OFFICE OF COMMUNITY SERVICES

Thls office

exclusive of the regul ar

Is responsible for all

instructional

educat!onal

programs of

actlvities

the Col lege.

The Office of Community Services conslsts of a Dirgctor to which

two administrative support staff.

and five non-credit Instructional

Director of Communlty Services

The Director of Community Services Is responslb

functions concerned with non-credlt programs.

followling:

. Identlfles and responds to speciflc educatlog
the communlty.
This includes assessling the special post-sec

educatlonal

enterprises.

needs of the communlty and priva

a Secretarlal

Thlg

Serivices Unl+t,

program units report.

le for all
Includes the
needs of

nal

ondary

te

. Responsible for working with communi+ty organizations,

groups and Indlviduals

educational

regul ar

. Responslble for ali

proposals and for program revliews of on-goln

Instructlonal

. Responsible for evaluating non-credl+ instru

program outcomes.

« Responsible for the execution of the Office

Services Budget in accordance with Universit

pol fcles.

Instructlional

programs rel ated to,

programs.

in order to establ Ish

programs.

new non-credl+ instructl

but exclusl

appropriate
ve of, the
onal

program

g non-credit

ctional

of Communi ty

y and State




Services are responsible for program market analys
grant and proposal

Includes the following:

The support positions under the Director of Co

Responsibie for general supervision of non-g

Instructional faculty and support staff to €
performance Is at an acceptable level.
Responsible for personnel actions which rel3d
leaves,
Instructional faculty and support staff.
Responsible for overseeling curriculum develg

fnnovations In non-credit learning and Instn

redi t

nsure

te to hiring,

promotion and termination of non-crgdit

pment and

uction.

coordination, and revenue colledg
Responsible for planning,
public relatlions activities for the Office ¢
Services within the brescrlbed University gqu
Responsible for conducting market analyses f
determlinations on the viabll ity of proposed
of ferings as well as the relative success of
Office of Community Services programs.

Responsiblie for development and coordination
grant proposals for the Office of Community
Responslble for developlng and Implementing

tralning proposals for the communlty and prl

Responsible for revenue col lection.

jmunlfy
s, extramural

t+lon. Thls

developing and coardinating the

f Community
ldel ines.
or timely
program

on-golng

of extramural
Services.
contract

vate sector.
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Secretarlal Services

Thls unlt conslsts of clerlical staff to support
and Program Divisions.
Program Dlvisions (Fine Arts; Lelsure and Recreatlg
Educatlion; Busliness and Office Technologles; Humanl
Service)
Is respon

Each non-credit Instructional program

del Ivery, development. supervision and Improvement
Instruction and curricula In thelr respecflve'progr
Includes the followling:
. Responsible for planning, developlng curricy
Implementlng non-credlt courses and communl!
programs.
Responsible for preliminary schedul ing, clas
assignments and devélopmenf of program cata
brochures.
Responsible for the recrultment of temporary

teach non-credit courses In accordance wlth

t+he Director

n; Computer
tles; Food

sible for the

of non-credlt

am area. Thlis
la, and

y servlice

sroom

logs and
faculty to

pol lcles and

procedures of the Unlverslity and State of Hawall.

Responsible for non-cred!t Instructlional pro
allocation and expend!l ture control.
Responsible for malntalning data and flles r

reporting and evaluating program effectlivene

gram budget

equlred for

SSe




