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SCHOOL OF ARCHITECTURE

The School of Architecture prepares students for
architecture in Hawaii and the Pacific Basin. T
directs curricular, academic and administrative
School. This includes:

a. Development of basic policies and procedureé.

b. Recruitment of staff.

careers in
Dean's Office
tters for the

c. Preparing and administering budget and fiscgl reports.

d. Development and review of curriculum.

e. Planning, organizing and administering resegrch and service
functions.
f. Coordinating and representing the School to |the University,

City and County, State and Federal units.

g. Student affairs, including organizing and sy
registration and advising procedures.

h. Scheduling classes and offices in consultat]

i. Maintaining an accurate and up-to-date recozy
enrollments and enrollment projections.

j. Overseeing the proper maintenance of space,
equipment.

k. Development of space and facility proposals

Associate Dean's Office

lpervising

lon with advisors.

fding of class

facilities and

Assists the Dean in all academic, research, and
administered in the School. Acts for the Dean i
absence.

ervice programs
the latter's

a. Primary responsibility for the graduate prog¢gram.

b. Conducts program analyses including review ¢f curricula,
evaluation of degree requirements, and review and
coordination of program change.

c. Supervises the student services functions of the Dean's

Office. Coordinates scholarships, graduate
admissions, advising, and registration.

Instructional Staff

and undergraduate

Provides instruction, conducts research and undetrtakes community
service pertaining to environmental design with particular

references to Hawaiian and Pacific Basin needs.

Serves on School

committees and task forces relating to specific pbjectives.

Provides, coordinates, and facilitates a variety

of administrative

and support functions for the School. Included are the following:
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a. Serves as Fiscal Officer for the School. Hrepares and
coordinates all School fiscal matters which includes budget
requests, purchasing and recordkeeping.

b. Prepares and coordinates all personnel documents and
maintains personnel files.

c. Maintains inventory records, physical inventory, completes
report forms, and arranges for the disposal] and storage of
obsolete and unused equipment.

Civil Service Personnel

Provides, coordinates, and facilitates a variety of administrative
and support functions for the School. 1Included |[are the following:

a. Secretary to the Dean.
b. Manages the School's office.

c. Maintains School files and student records.




