
































































































 
 

 UNIVERSITY OF HAWAIʻI AT MĀNOA FACULTY SENATE 
2500 Campus Road • Hawaiʻi Hall 208 • Honolulu, Hawaiʻi 96822 

Phone: (808) 956-7725 • Fax/Polycom: (808) 956-9813 
E-Mail: uhmfs@hawaii.edu • Website: http://www.hawaii.edu/uhmfs/ 

An Equal Opportunity/Affirmative Action Institution 

MĀNOA FACULTY SENATE 

Presented to the Mānoa Faculty Senate by the Committee on Administration and Budget for a vote of the full 
Senate on Wednesday, October 17, 2018.  A motion endorsing the proposed reorganization of the UH Office of 
Fire Safety and other offices.  Approved by the Mānoa Faculty Senate on October 17, 2018 with 44 votes in 
support of approval; 9 votes against; and 1 vote in abstention. 
 
 
 

MOTION ENDORSING THE PROPOSED REORGANIZATION OF THE UH OFFICE OF FIRE 
SAFETY AND OTHER OFFICES 

 
 

The Committee on Administration and Budget of the Mānoa Faculty Senate has reviewed the proposed 
reorganization of the UH Office of Fire Safety and other internal offices on September 12, 2018.  Following 
discussion and review, the Committee on Administration and Budget wishes to present this motion to 
ENDORSE the proposed reorganization of the UH Office of Fire Safety along with other offices. 
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CURRENT / PROPOSED 
 

ORGANIZATIONAL CHARTS 
 

AND 
 

FUNCTIONAL STATEMENTS 
 



STATE OF HAWAI`I

UNIVERSITY OF HAWAI I

UNIVERSITY OF HAWAI`I AT MĀNOA 

OFFICE OF THE VICE CHANCELLOR FOR 

ADMINISTRATION, FINANCE AND OPERATIONS

OFFICE OF HUMAN RESOURCES

Organization Chart

Chart V-B

OFFICE OF THE CHANCELLOR

OFFICE OF THE VICE CHANCELLOR FOR

ADMINISTRATION, FINANCE, AND OPERATIONS

OFFICE OF HUMAN RESOURCES

Org Code: MAHRMA

    Human Resources Manager, PBD, #77834        1.00

         Secretary II, SR-14, #900370        1.00 

EMPLOYEE RELATIONS & BENEFITS

Org Code: MARBHR

    Human Resources Specialist, PBB, #81666     1.00

CLASSIFICATION & COMPENSATION

Org Code: MACCHR

    Human Resources Specialist, PBB 2.00

         #78543, #80952

LABOR RELATIONS & STAFF DEVELOPMENT

Org Code: MALSHR

    Human Resources Specialist, PBC, #78386         1.00

    Human Resources Specialist, PBA, #80179         1.00

CHART TOTAL:  PERM TEMP

   General Funds:     7.00    - -

  

Attachment A

CURRENT



STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

OFFICE OF HUMAN RESOURCES

POSITION ORGANIZATION CHART

CHART II

CIVIL SERVICE EMPLOYEE          

RELATIONS

HR Manager             PBC       80092

   HR Specialist                  PBB         81367

   Personnel Tech VII  SR-17    03395    

 Personnel Tech VI   SR-15    42423

Personnel Clerk V    SR-13    12260

  

 Perm

                        General Fund  17.00

CLASSIFICATION AND BENEFITS

HR Manager                      PBC   80540

HR Specialist                  PBB 81866

HR Specialist                  PBB 80538

   HR Specialist                  PBB     77959

   Personnel Tech VI          SR-15  33088

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION

COLLECTIVE BARGAINING AND 

EMPLOYEE RELATIONS

Vice President for Administration 89446
1

1  Excluded from position count

Director of System Support and 

Administration     89425

HR Specialist  PBB      78393 

 

SYSTEM SUPPORT AND 

ADMINISTRATION

Director of Collective Bargaining       

and Employee Relations            89173 

HR Specialist, Sr   PBB          81834 

 

OFFICE OF HUMAN RESOURCES

System Director of Human Resources 89310

    Secretary III                                               SR-16              15286

    Admin & Fiscal Support Sp PBA 80093

Attachment B1

2017orgchartupdate ohr.vsd

CURRENT

OFFICIAL

CHART



STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

OFFICE OF HUMAN RESOURCES

POSITION ORGANIZATION CHART

CHART II

CIVIL SERVICE EMPLOYEE          

RELATIONS

HR Manager             PBC       80092

       HR Specialist PBA    81834 

       HR Specialist               PBA         80384

HR Tech VII  SR-17    03395    

 HR Assistant V   SR-13    42423

HR Assistant V    SR-13    12260

  

 Perm

                        General Fund  15.00

CLASSIFICATION AND BENEFITS

HR Manager                     PBC   80540

HR Specialist                 PBB 81866

HR Specialist                 PBB 80538

   HR Tech VI                    SR-15  33088

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION

COLLECTIVE BARGAINING AND 

EMPLOYEE RELATIONS

Vice President for Administration 89446
1

*  
Unofficial chart reflects the filling of vacant positions since July 1, 2017

      - Positions #77959 and #81367 were redescribed to report directly to the Vice President for Administration

      - Position #15286 was abolished and replaced by #80384 
1  

Excluded from position count

HR Specialist  PBB      78393 

 

SYSTEM SUPPORT AND 

ADMINISTRATION

Director of Collective Bargaining       

and Employee Relations         89173 

 

OFFICE OF HUMAN RESOURCES

System Director of Human Resources 89310

    Associate Director of Human Resources     89425

    Admin & Fiscal Support Sp           PBA 80093

Attachment B2

UNOFFICIAL 

CHART

CURRENT AS OF 

FEBRUARY 2018*



FACILITIES BUSINESS OFFICE

  Director          PBC               78555      
    Fiscal Manager           PBC                               81056
    Admin & Fiscal Support Spec      PBA                               79628*

OPERATIONS ACCOUNTING

  Fiscal Specialist PBB        77857*
  Fiscal Specialist PBB        81040*
  Fiscal Specialist PBB        81817*
  Proc & Prop Mgmt Sp PBA        80247*

FACILITIES HUMAN RESOURCES

         Human Resources Sp       PBB                 81200*
            Human Resources Sp    PBB                 78683*

FINANCIAL SUPPORT & REPORTING

    Fiscal Specialist   PBB   80963*
    Budget Analyst   PBB    79425*

           

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION

Vice President for Administration 89446
1

FACILITIES CONTRACTS OFFICE

  Proc & Prop Mgt Sp PBC 80567
     Proc & Prop Mgt Sp PBB                        78096*
     Proc & Prop Mgt Sp PBA                 77285*

FACILITIES FISCAL OFFICE

   Administrative Svcs Mgr PBC                80878*
        

CONTRACTS ACCOUNTING

  Fiscal Specialist   PBB    80153
  Fiscal Specialist   PBB   81049*

STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

FACILITIES BUSINESS OFFICE

POSITION ORGANIZATION CHART

CHART XI

                    Perm

             General Fund    4.00 (SW)

             General Fund  13.00 (MA)*

1  Excluded from position count
*  Positions appropriated to Manoa, reflected organizationally on this chart

Attachment C

CURRENT



STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

OFFICE OF HUMAN RESOURCES

POSITION ORGANIZATION CHART

CHART II

Perm

General Fund  15.00 (SW)_   

General Fund     8.00 (MA)*

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION

Vice President for Administration 89446
1

OFFICE OF HUMAN RESOURCES

EMPLOYEE SERVICES
COLLECTIVE BARGAINING AND EMPLOYEE 

RELATIONS

POLICIES, PROCEDURES & 

CLASSIFICATION

HR Manager                   PBC  80540

1  Excluded from position count
*  Positions appropriated to Manoa, reflected organizationally on this chart

STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

OFFICE OF HUMAN RESOURCES

POSITION ORGANIZATION CHART

CHART II

Perm

General Fund  15.00 (SW)_   

General Fund     8.00 (MA)*

System Director of Human Resources                    89310

    Associate Director of Human Resources        89425

    Human Resources Manager                         PBD                    77834*

    Admin & Fiscal Support Sp    PBA        80093

PROPOSED

UNIT A

HR Specialist                 PBC       78386*

   HR Specialist            PBB       81866    

HR Specialist            PBB       80538

   HR Specialist            PBB       78543*  (V)

   HR Specialist                PBA       80384   

   HR Specialist     PBA        80986*  (V)

   HR Technician VII      SR-17     03395  (V)     

   HR Technician VI      SR-15     33088

UNIT B

HR Manager                PBC        80092   (V)

   HR Specialist            PBB        78393

   HR Specialist            PBB        81200*

   HR Specialist            PBB        78683*

   HR Specialist             PBA        80179*  (V)

   HR Specialist            PBA        81834

   HR Assistant V            SR-13      42423   (V)     

   HR Assistant V         SR-13     12260

  

Director of Collective Bargaining and Employee 

Relations                                                89173

   HR Specialist                       PBB        81666* (V)

Attachment D

1  Excluded from position count
*  Positions appropriated to Manoa, reflected organizationally on this chart



STATE OF HAWAI`I

UNIVERSITY OF HAWAI I

UNIVERSITY OF HAWAI`I AT MĀNOA 

OFFICE OF THE VICE CHANCELLOR FOR 

ADMINISTRATION, FINANCE AND OPERATIONS

Organization Chart

Chart V
OFFICE OF THE CHANCELLOR

OFFICE OF THE VICE CHANCELLOR FOR

ADMINISTRATION, FINANCE, AND OPERATIONS

Org Code: MAVCAF

     Vice Chancellor,  #89354                1.00

          Secretary IV, SR-18, #18549                            1.00

          Assistant Vice Chancellor, #89271         1.00

          Administrative Officer, PBB, #80811         1.00

          IT Manager, PBC, #78219          1.00

          Human Resources Sp, PBB, #80952                               1.00

OFFICE OF FINANCIAL 

RESOURCES MANAGEMENT

Org Code: MAFRMA

(CHART V-A)

OFFICE OF CAMPUS SERVICES

Org Code: MACPMA

DEPARTMENT TOTAL:  PERM TEMP

   General Funds:     14.00    - -

  

CHART TOTAL:  PERM TEMP

   General Funds:     6.00    - -

  

PROPOSED

Attachment E



FACILITIES BUSINESS OFFICE

  Director          PBC               78555      
    Fiscal Manager           PBC                               81056
    Admin & Fiscal Support Spec      PBA                               79628*

OPERATIONS ACCOUNTING

  Fiscal Specialist PBB        77857*
  Fiscal Specialist PBB        81040*
  Fiscal Specialist PBB        81817*
  Proc & Prop Mgmt Sp PBA        80247*

FINANCIAL SUPPORT & REPORTING

    Fiscal Specialist   PBB   80963*
    Budget Analyst   PBB    79425*

           

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION

Vice President for Administration 89446
1

FACILITIES CONTRACTS OFFICE

  Proc & Prop Mgt Sp PBC 80567
     Proc & Prop Mgt Sp PBB                        78096*
     Proc & Prop Mgt Sp PBA                 77285*

FACILITIES FISCAL OFFICE

   Administrative Svcs Mgr PBC                80878*
        

CONTRACTS ACCOUNTING

  Fiscal Specialist   PBB    80153
  Fiscal Specialist   PBB   81049*

STATE OF HAWAI I

UNIVERSITY OF HAWAI I

SYSTEMWIDE ADMINISTRATION

VICE PRESIDENT FOR ADMINISTRATION

FACILITIES BUSINESS OFFICE

POSITION ORGANIZATION CHART

CHART XI

                    Perm

             General Fund    4.00 (SW)

             General Fund  11.00 (MA)*
1  Excluded from position count
*  Positions appropriated to Manoa, reflected organizationally on this chart

Attachment F

PROPOSED



 CURRENT     ATTACHMENT G1 
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STATE OF HAWAI‘I  
UNIVERSITY OF HAWAI‘I  

SYSTEMWIDE ADMINISTRATION  
OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION  

 
FUNCTIONAL STATEMENT 

 
The Office of the Vice President for Administration (OVPA) provides systemwide executive leadership in 
planning, organizing, directing, managing, and administering the University of Hawai‘i’s (University) 
programs relating to human resources; communications; procurement and real property management; risk 
management; systems integration; institutional equity; planning and sustainability; Mānoa campus operations 
and facilities; project delivery; and facilities business administration.  
 
In addition, the OVPA is responsible for land development, update and dissemination of University wide 
policies and procedures, and collegiate licensing.  Collegiate licensing oversees the University’s branding 
(logo/trademark) program and ensures collection of royalties in compliance with licensing agreements. 
 
Programmatic areas of responsibility include, directing through subordinate managers, a human resources 
program that is responsible for  administration of the classification, compensation and employee benefits 
systems for Excluded and Managerial (EM), Administrative, Technical, and Professional (APT), and civil 
service personnel; and collective bargaining and employee relations for academic and nonacademic areas; a 
communications program that provides expertise in the areas of marketing and brand management, public 
relations, news, and media relations; a procurement and real property program that provides direction in 
the acquisition of goods and services, the acquisition or conveyance of interests in real property, and the 
administration of the University’s record management program; a risk management program that is 
responsible for the  University’s systemwide risk management functions; a systems integration program that 
provides management and direction for all information technology and data systems that support the 
operational requirements of the various areas under the OVPA; an institutional equity program that provides 
technical expertise and overall guidance to campuses in support of their planning, development, 
implementation, and daily management of Title IX and Violence Against Women Act (VAWA) programs; a 
planning and sustainability program that assists in developing planning and space guidelines, long-range 
project priorities, and sustainability programs and goals; a Mānoa campus operations and facilities program 
that manages and oversees the repair, maintenance, and operation of all facilities, grounds, infrastructure, and 
physical assets for Mānoa; a project delivery program that is responsible for the planning, design, and 
construction of capital improvement projects; and a facilities business administration program that provides 
fiscal, procurement, and contract administration support for the OVPA and several programmatic areas 
dealing with planning, sustainability, project delivery, and Mānoa operations facilities;  
 
 
OFFICE OF HUMAN RESOURCES (OHR) 
 
OHR provides systemwide leadership in: 

• Developing, implementing, and maintaining personnel policies and procedures to ensure compliance 
with Board and Executive policies, State statutes, federal laws and regulations, administrative 
procedures, and applicable collective bargaining agreements;  

• Administering the University’s classification and compensation system for APT and EM personnel 
and the State’s classification and compensation plans for civil service employees;  

• Reviewing EM appointments and other personnel actions;  
• Directing special projects and studies;  
• Providing counsel and advice to senior level executives;  
• Maintaining effective relations with unions and stakeholders;  
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• Negotiating collective bargaining agreements;  
• Conducting hearings and rendering decisions on grievances; and  
• Administering the University’s employee benefits and staff development and training programs. 

 
OHR provides these services through its various functional units as described below. 
 
Civil Service Employee Relations  
 

• Oversees and coordinates the employee relations program for civil service employees; 
• Interprets State personnel rules, policies, and collective bargaining agreements relative to the 

management and direction of civil service employees; 
• Administers and oversees, on a systemwide basis, the civil service recruitment, examination, and 

personnel transaction programs; 
• Reviews and recommends the compensation, pricing, and repricing of civil service classes; 
• Administers and coordinates the civil service job performance evaluation program; 
• Oversees and administers the State’s Return-to-Work priority program for the University System; 
• Coordinates and implements the State’s Reduction in Force and Separation Incentive Program for the 

University System; 
• Implements and oversees the State’s Commercial Driver’s License Alcohol and Drug Testing 

Program; and 
• Serves as custodian of official personnel files for all civil service employees. 

 
Classification and Benefits  

 
• Maintains the Human Resources section of the Administrative Procedures Manual to provide 

complete, comprehensive instructions for performing specific tasks; 
• Recommends revisions to Human Resources sections of the Board and Executive policies as 

appropriate; 
• Conducts comprehensive and ongoing training of employees responsible for performing human 

resources management functions, including training on federal and State laws, Department of Human 
Resources Development (DHRD) policies and procedures, Board and Executive policies, and OHR 
administrative procedures and implements formal compliance review programs to identify and correct 
any violations of the above; 

• Coordinates training programs to assist employees in performing existing tasks and to prepare them 
for future advancement; 

• Coordinates and administers the job performance review program for Board appointees; 
• Develops standardized evaluative criteria for the classification of APT positions to ensure objectivity 

and equity; 
• Develops class specifications for new EM positions; 
• Reviews EM and APT classification and reclassification actions to ensure compliance with 

established criteria; 
• Takes final classification actions on civil service positions and represents the University before 

appellate boards and commissions; 
• Compiles and analyzes EM, APT, and faculty salary survey data, e.g., College and University 

Professional Association for Human Resources; 
• Develops and monitors EM and APT compensation plans to ensure compliance with approved plans, 

salary equity, applicable collective bargaining agreements, and alignment with any Equal 
Employment Opportunity and Affirmative Action concerns; and 

• Coordinates the State’s benefits programs, i.e., Employer-Union Health Benefits Trust Fund, 
Employees’ Retirement System, Deferred Compensation, tax sheltered annuities, etc., for University 
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employees on a systemwide basis and serves as liaison with State agencies. 
 

Collective Bargaining and Employee Relations  
 

• Interprets and advises senior executives and personnel administrators on the interpretation and 
application of collective bargaining agreements, public employment statutes, rules, regulations, and 
policies, and University policies; 

• Provides research, analytical data, and assists in drafting testimony on collective bargaining matters to 
legislative bodies for University executives; 

• Assists in the drafting of memorandum of agreements, memorandum of understandings, and 
supplemental agreements involving personnel administration; 

• Serves as the President’s designee to adjudicate APT and civil service grievances and supports the 
President’s designee in faculty grievances; 

• Develops and conducts training on employee relations involving the terms, conditions, and 
interpretations of collective bargaining agreements with the University of Hawai‘i Professional 
Assembly (UHPA), the Hawai‘i Government Employees Association (HGEA), and the United Public 
Workers (UPW); 

• Develops executive policies and administrative procedures regarding employee relations issues as 
appropriate; 

• Assists the University’s General Counsel in the preparation of cases for mediation and arbitration; 
• Provides research and analytic staff support to State and University negotiators in Units 07 and 08 

master agreement negotiations and associated memoranda of agreement; 
• Serves as the University’s representative to the State Office of Collective Bargaining for negotiations 

covering civil service bargaining units; and 
• Develops and conducts training on negotiated changes and on the application and interpretation of 

provisions in negotiated collective bargaining agreements with UHPA, HGEA, and UPW. 
 

System Support and Administration  
 

• Reviews, evaluates, audits, and recommends changes to existing policies, guidelines and procedures, 
and practices to improve and enhance systemwide service and staff support; 

• Provides operational support services for University system employees, including but not limited to, 
personnel transactions, recruitment, and promotions; and 

• Assesses human resources functions, such as EM, APT, and civil service evaluation procedures and 
practices. 

 
 
FACILITIES BUSINESS OFFICE (FBO) 
 
FBO provides administrative and fiscal support to Office of Planning and Sustainability, Campus Operations 
and Facilities, and the Office of Project Delivery.  FBO is responsible for the development and 
implementation of policies, processes, and standard operating procedures that provide a framework for the 
consistent application of administrative and fiscal services and that ensures compliance with legal 
requirements, accounting principles, and generally accepted business practices.  Support services include 
human resources, fiscal, accounting, business analysis, procurement, contract award and administration, 
capital budget preparation, legislative participation, budget implementation, information/data systems, 
management reporting, and asset management. 
 
FBO is comprised of the following three (3) functional areas: 
 
Facilities Human Resources 
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• Provides human resource services, focusing on the Campus Operations and Facilities (COF) area, 

including recruitment and selection, classification and compensation, leave accounting and 
administration, employee benefits, labor relations and staff development and training; 

• Recommends internal personnel procedures and practices that comply with applicable University 
Board and Executive policies and Administrative Procedures; 

• Advises units on all matters pertaining to human resource issues; 
• Reviews and audits personnel transactions for accuracy, completeness, and conformance with 

University and State policies and procedures; 
• Investigates formal and informal complaints and grievances relating to personnel matters; 
• Administers the Peoplesoft Information System, specifically for COF, and prepares/maintains 

organizational charts; 
• Identifies and recommends personnel training needs and coordinates or conducts in-house training 

workshops; and 
• Compiles and analyzes personnel data to prepare reports and conducts staffing pattern and workload 

studies to develop resource recommendations to management.  
 
Facilities and Contracts Office 
 

• Administers and manages all facets of facilities and construction project procurement including 
invitation for bids, request for proposals, design/build solicitations, request for quotations, and other 
methods of source selection; 

• Directs all facets of the contracting cycle including award of contracts, contract administration, 
monitoring vendor performance, and the modification, termination, and closing of contracts; 

• Ensures that the selection process and contracts for professional services are done in accordance with 
applicable State statutes, Hawaii Administrative Rules, and University Administrative Procedures; 

• Provides advice on the interpretation and implementation of procurement statutes, policies, 
procedures, and requirements and ensures that processes and documents comply with applicable laws;  

• Develops and amends contract terms and provisions to ensure that the University is protected; 
• Develops standard forms and templates to ensure that the procurement of facilities and construction is 

executed in accordance with applicable laws and contract provisions.  
 
Facilities Fiscal Office 
 

• Administers and manages all financial and budget functions and services for OPS, COF, and OPD 
relating to operating and capital programs; 

• Reviews and processes construction change orders, certifies availability of funds, and ensures 
compliance university, state, and federal rules, regulations, policies, and procedures; 

• Prepares and issues purchase orders, requisitions, contract encumbrance forms, and other allotments 
to maintain control over operational and CIP budgets; 

• Establishes required accounting system for maintaining expenditures in conformance with 
management requirements; 

• Prepares reports in response to requests from internal and external agencies including State 
departments and the legislature; and 

• Develops policies and procedures that ensures compliance with applicable laws and ensures effective 
operations and resource allocations. 

 



PROPOSED                         

1 

STATE OF HAWAI‘I  
UNIVERSITY OF HAWAI‘I  

SYSTEMWIDE ADMINISTRATION  
OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION  

FUNCTIONAL STATEMENT 

The Office of the Vice President for Administration (OVPA) provides systemwide executive leadership in 
planning, organizing, directing, managing, and administering the University of Hawai‘i’s (University) 
programs relating to human resources; communications; procurement and real property management; risk 
management; systems integration; institutional equity; planning and sustainability; Mānoa campus operations 
and facilities; project delivery; and facilities business administration.  

In addition, the OVPA is responsible for land development, update and dissemination of University wide 
policies and procedures, and collegiate licensing.  Collegiate licensing oversees the University’s branding 
(logo/trademark) program and ensures collection of royalties in compliance with licensing agreements. 

Programmatic areas of responsibility include, directing through subordinate managers, a human resources 
program that is responsible for administration of the classification, compensation and employee benefits 
systems for Executive and Managerial (EM), faculty, Administrative, Technical, and Professional (APT), and 
civil service personnel; and collective bargaining and employee relations for academic and nonacademic 
areas; a communications program that provides expertise in the areas of marketing and brand management, 
public relations, news, and media relations; a procurement and real property program that provides 
direction in the acquisition of goods and services, the acquisition or conveyance of interests in real property, 
and the administration of the University’s record management program; a risk management program that is 
responsible for the  University’s systemwide risk management functions; a systems integration program that 
provides management and direction for all information technology and data systems that support the 
operational requirements of the various areas under the OVPA; an institutional equity program that provides 
technical expertise and overall guidance to campuses in support of their planning, development, 
implementation, and daily management of Title IX and Violence Against Women Act (VAWA) programs; a 
planning and sustainability program that assists in developing planning and space guidelines, long-range 
project priorities, and sustainability programs and goals; a Mānoa campus operations and facilities program 
that manages and oversees the repair, maintenance, and operation of all facilities, grounds, infrastructure, and 
physical assets for Mānoa; a project delivery program that is responsible for the planning, design, and 
construction of capital improvement projects; and a facilities business administration program that provides 
fiscal, procurement, and contract administration support for the OVPA and several programmatic areas 
dealing with planning, sustainability, project delivery, and Mānoa operations facilities;  

OFFICE OF HUMAN RESOURCES (OHR) 

OHR provides systemwide leadership in: 
• Developing, implementing and optimizing short and long-range plans to provide effective system-

wide HR services and functions
• Developing priorities and determining efficient use of OHR resources
• Providing counsel and advising senior level executives and departmental HR representatives
• Maintaining effective relations with unions and employees

OHR provides these services through its various functional units as described below. 

ATTACHMENT G2
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Employee Services 
 
The Employee Services unit provides a broad range of human resources support to the field and system 
offices.  It is a full-service unit that is staffed by HR generalists that can provide services and support to the 
field in the areas of:  classification, recruitment, transactions, and benefits. 
 

Unit A 
 

• Coordinates and conducts employee training for HR representatives, supervisors, and employees. 
• Coordinates and administers the job performance review program for Board appointees. 
• Coordinates the State’s benefit programs (ERS, EUTF, Deferred Compensation, tax sheltered 

annuities, etc.) for the University on a systemwide basis and services as liaison with State 
agencies. 

• Develops and conducts system wide training regarding personnel policy application, collective 
bargaining agreement interpretation and application, employee performance, supervisory skill 
development, etc. 

• Advises HR representatives and supervisors regarding conflict resolution and disciplinary action. 
• Administers the drug and alcohol testing program for CDL, BU1 non-CDL, and reasonable 

suspicion, and provides advisement to HR representatives, managers and supervisors. 
• Coordinates return to work priority placement program. 
• Serves as the Manoa Chancellor’s designee to adjudicate APT and civil service grievances. 

 
Unit B  
 

• Provides operational support services for system and Manoa EM, APT and civil service 
employees including classification, compensation, recruitment, examination, training, benefits, 
and transactions. 

• Reviews Manoa Chancellor’s APT classification and compensation actions in compliance with 
applicable policies and procedures. 

• Serves as personnel officer for employees of system offices, including but not limited to 
recruitment and personnel actions. 

• Coordinates the State’s benefit programs (ERS, EUTF, Deferred Compensation, tax sheltered 
annuities, etc.) for the University on a systemwide basis and services as liaison with State 
agencies. 

 
Policies, Procedures & Classification 
 

• Maintains the personnel section of the Administrative Procedures Manual to provide complete, 
comprehensive instructions for performing human resource tasks. 

• Recommends revisions to personnel sections of Board and Executive policies. 
• Develops standardized evaluative criteria for the classification and compensation of APT 

positions. 
• Develops class specs for EM positions. 
• Reviews EM and APT classification and reclassification actions to ensure compliance with 

established criteria. 
• Takes final classification actions on civil service positions and represents the University before 

appellate boards and commissions. 
• Compiles and analyzes EM, APT, and faculty salary survey data and utilizes information in 

classification and compensation requests. 
• Develops and monitors EM and APT compensation plans to ensure compliance with approved 
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plans, salary equity, applicable collective bargaining agreements, and alignment with any EEO 
and AA concerns. 

 
Collective Bargaining and Employee Relations  
 

• Interprets and advises senior executives and personnel administrators on the interpretation and 
application of collective bargaining agreements, public employment statutes, rules, regulations, and 
policies, and University policies. 

• Provides research, analytical data, and assists in drafting testimony on collective bargaining matters to 
legislative bodies for University executives. 

• Drafts memorandum of agreements, memorandum of understandings, and supplemental agreements 
involving personnel administration. 

• Serves as the President’s designee to adjudicate APT and civil service grievances and supports the 
President’s designee in faculty grievances. 

• Develops executive policies and administrative procedures regarding employee relations issues as 
appropriate. 

• Assists OGC in the preparation in cases of mediation and arbitration. 
• Provides research and analytic staff support to State and University negotiators in Units 07 and 08 

master agreement negotiations and associated memoranda of agreement. 
• Serves as the University’s representative to the State Office of Collective Bargaining for negotiations 

covering civil service bargaining units. 
• Develops and conducts training on negotiated changes and on the application and interpretation of 

provision in negotiated collective bargaining agreements with UHPA, HGEA and UPW. 
 
FACILITIES BUSINESS OFFICE (FBO) 
 
FBO provides administrative and fiscal support to Office of Planning and Sustainability, Campus Operations 
and Facilities, and the Office of Project Delivery.  FBO is responsible for the development and 
implementation of policies, processes, and standard operating procedures that provide a framework for the 
consistent application of administrative and fiscal services and that ensures compliance with legal 
requirements, accounting principles, and generally accepted business practices.  Support services include 
fiscal, accounting, business analysis, procurement, contract award and administration, capital budget 
preparation, legislative participation, budget implementation, information/data systems, management 
reporting, and asset management. 
 
FBO is comprised of the following two (2) functional areas: 
 
Facilities and Contracts Office 
 

• Administers and manages all facets of facilities and construction project procurement including 
invitation for bids, request for proposals, design/build solicitations, request for quotations, and other 
methods of source selection; 

• Directs all facets of the contracting cycle including award of contracts, contract administration, 
monitoring vendor performance, and the modification, termination, and closing of contracts; 

• Ensures that the selection process and contracts for professional services are done in accordance with 
applicable State statutes, Hawaii Administrative Rules, and University Administrative Procedures; 

• Provides advice on the interpretation and implementation of procurement statutes, policies, 
procedures, and requirements and ensures that processes and documents comply with applicable laws;  

• Develops and amends contract terms and provisions to ensure that the University is protected; 
• Develops standard forms and templates to ensure that the procurement of facilities and construction is 

executed in accordance with applicable laws and contract provisions.  
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Facilities Fiscal Office 
 

• Administers and manages all financial and budget functions and services for OPS, COF, and OPD 
relating to operating and capital programs; 

• Reviews and processes construction change orders, certifies availability of funds, and ensures 
compliance university, state, and federal rules, regulations, policies, and procedures; 

• Prepares and issues purchase orders, requisitions, contract encumbrance forms, and other allotments 
to maintain control over operational and CIP budgets; 

• Establishes required accounting system for maintaining expenditures in conformance with 
management requirements; 

• Prepares reports in response to requests from internal and external agencies including State 
departments and the legislature; and 

• Develops policies and procedures that ensures compliance with applicable laws and ensures effective 
operations and resource allocations. 
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Program 
Title:

Affected
Item Position Basis for
No. No.(s)     From     To Change

1 Human Resource Manager, PBD, #77834 VCAFO Chart V-B VPA Chart II Reorganization
Office of Human Resources Office of Human Resources

2 Secretary II, SR-14, #900370 VCAFO Chart V-B VPA Chart II Reorganization
Office of Human Resources Office of Human Resources

Position abolished; count used to establish position no. 80986; Abolished
see Line 3

3 Human Resources Spec, PBA, #80986 Establish APT PBA position; transfer to VPA Chart II, Employee Establishment; 
Services - Unit A Reassignment

4 Human Resources Spec, PBB, #78543 VCAFO Chart V-B VPA Chart II Reorganization
Classification & Compensation Employee Services - Unit A

5 Human Resources Spec, PBC, #78386 VCAFO Chart V-B VPA Chart II Reorganization
Labor Relations & Staff Develop. Employee Services - Unit A

6 Human Resources Spec, PBA, #80179 VCAFO Chart V-B VPA Chart II Reorganization
Labor Relations & Staff Develop. Employee Services - Unit B

7 Human Resources Spec, PBB, #81666 VCAFO Chart V-B VPA Chart II Reorganization
Employee Relations & Benefits Collective Bargaining & Emp Rel

8 Human Resources Spec, PBB, #81200 VPA Chart XI VPA Chart II Reorganization
Human Resources Spec, PBB, #78683 Facilities Human Resources Employee Services - Unit B

9 HR Manager, PBC, #80092 VPA Chart II VPA Chart II Delete VPA Chart II
Civil Service Employee Relations Employee Services - Unit B Civil Service Employee

Relations box

10 HR Technician VI, SR-15, #42423 HR Technician VI, SR-15 HR Assistant V, SR-13 Reclassification;
Redescription

VPA Chart II VPA Chart II Delete VPA Chart II
Civil Service Employee Relations Employee Services - Unit B Civil Service Employee

Relations box

11 HR Assistant V, SR-13, #12260 VPA Chart II VPA Chart II Delete VPA Chart II
Civil Service Employee Relations Employee Services - Unit B Civil Service Employee

Relations box

12 HR Technician VII, SR-17, #03395 VPA Chart II VPA Chart II Delete VPA Chart II
Civil Service Employee Relations Empoloyee Services - Unit A Civil Service Employee

Relations box

13 HR Manager, PBC, #80540 VPA Chart II VPA Chart II Delete VPA Chart II
Classification & Benefits Employee Services - Classification & Benefits

Policies & Procedures & Class

14 Human Resources Spec, PBB, #81866 VPA Chart II VPA Chart II Delete VPA Chart II
Personnel Tech VI, SR-15, #33088 Classification & Benefits Empoloyee Services - Unit A Classification & Benefits
Human Resources Spec, PBB, #80538

15 Human Resources Spec, Sr, PBB, #81834 Human Resources Spec, Sr Human Resources Spec Redescription;
PBB PBA Reclassification

VPA Chart II VPA Chart II Reorganization
Collective Bargaining & Emp Rel Empoloyee Services - Unit B

(Continued on Page 2) Page 1

UNIVERSITY OF HAWAI'I
Allocated and Authorized BJ/BT Positions Impacted by the Reorganization

Classification/Organizational/Functional Change

     OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION, 
OFFICE OF THE VICE CHANCELLOR FOR ADMINISTRATION, FINANCE & OPERATIONS, AND FACILITIES HUMAN RESOURCES 



Affected
Item Position Basis for
No. No.(s)     From     To Change
16 Dir of System Support & Admin, #89425 Dir of System Support & Admin Associate Director of Human Redescription;

Resources Reclassification

VPA Chart II VPA Chart II Delete VPA Chart II
System Support & Administration Office of Human Resources System Support & Admin

17 Human Resources Spec, PBB, #78393 VPA Chart II VPA Chart II Delete VPA Chart II
System Support & Administration Empoloyee Services - Unit B System Support & Admin

18 Secretary III, SR-16, #15286 Position Abolished from VPA Chart II - Office of Human Resources; Abolished
count used to establish position no. 80384; see line 19

19 Human Resources Spec, PBA, #80384 Establish APT PBA position; transfer to VPA Chart II, Employee Establishment; Reassignment
Services - Unit A

20 Human Resources Spec, PBB, #81367 Human Resources Spec Administrative Officer Redescription
PBB PBB

VPA Chart II VPA Chart I Reassignment
Civil Service Employee Office of the Vice President for
Relations Administration

21 Human Resources Spec, PBB, #77959 Human Resources Spec Intranet Website Designer Redescription;
PBB PBA Reclassification

VPA Chart II VPA Chart I Reassignment
Classification & Benefits Office of the Vice President for

Administration

22 Human Resources Spec, PBB, #80952 VCAFO Chart V-B VCAFO Chart V Reorganization
Office of Human Resources Office of the Vice Chancellor 

for Administration, Finance, 
and Operations

Administrator Date  Telephone Number  
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