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UNIVERSITY OF HAWAI‘L, Excluded Position No.: 89100
f
EXECUTIVE / MANAGERIAL Allocation:
POSITION DESCRIPTION Chancellor, GE102, Grade l&,

CUPA-HR Class 102.00

John Morton, Viece President for :
Community Colleges, Pos. No. 89457 § Unit K€

Eifective Date: __02/16/07 BU| _87
Classifier; __AMt Date: 02/06/07
g FOR OHR USE ONLY
1. Name: Last Name First Middle Initial 4. Campus
Vacant Kapiolani Community College
2. 'lile of Pasirion 5 RApE8Tshi Community College
Chancellor, CC & B'E’fgrff\éfgllor 's Office
3. Reports o (Name, Title, Position No.): 7. Section

o Do Dovid Mellan, Peerdent, s, N, 8050
49|01 9. Attach the following:

Detailed description of the duties and responsibilities and the percentage of time alllotted t¢

duties. Include the kind and extent of authority vested in the position for decision making

directing or controlling activities.
see attached

List names, class titles and position numbers of all immediate subordinate positionls.

see attached ) o )
Description of the nature and extent of guidance and direction received.
see attached
Description of the nature and extent of the check or review of work.
see attached

Description of the contacts with other departments or University organizations, with outsidie

organizations, and with the general public.
B e att’acr}xeg/ £ P

hnd for

10.

Statement 1o be attached by supervisor (optional):

{{ descriprion was prepared by employee, state any exceptions or additions. Thesé should

and communicated to the employee.

What do you consider the most important duties of this position?
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11. Qualification Requirements. Indicate the qualifications which you think should be required|in this
position. Keep the position itself in mind rather than the qualifications of the individual whp may occupy
it.

Essential Qualifications Desirable Qualificationy
Educarion: general,
special or see attached see attached
professional
Experience:

quantity & quality

Licenses,
certificates, or
registration:

Special,
knowledge,
abiliies, and skills:

12. CERTIFICATION: I cenify that the foregoing information is accurate and complete.

Emplpycc's Signature Date
. kZ M '?//.{// ()7
7

Su]roervisor’s Signature Dafe /

Reviewing Officer’s Signature Date
(Senior Vice President, Viee President,
Dean, Direclor, Provost)

Attachments: Description of Duties and Responsibilities
Table of Organization
Supervisor’s attachment (optional)
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Chancellor
Position No. 89100
Kapiolani Community College

INTRODUCTION

The Chancellor serves as the Chief Executive Officer for Kapiolani Community Collegejand is

responsible for the overall administration and management of the College’s instructional, student
services, institutional support, academic support, and continuing education and training programs
and vocational training programs.

The Chancellor represents the University of Hawaii and acts on behalf of Kapiolani Community
College within the community.

The Chancellor also serves as the College liaison officer to the President of the University and
the President’s staff, the Board of Regents (BOR), and the State Legislature.

GENERAL ADMINISTRATION - 20%

Responsible for the administration of the academic and non-academic programs of the (follege.
This responsibility includes, but is not limited to, setting the broad institutional goals and
mission, planning and forecasting course of action, determining performance objectives jand
desirable results, developing strategies 10 achieve goals, allocating resources, developing policies
and setting procedures, developing the budget, etc. Works with the campus program mgnagers
and the various governing bodies which serve as the recommending and advisory body in matters
relating to the priorities for the directions of the College, especially in regard to budget plapning
and resource allocation. The Chancellor has the primary decision-making responsibility and is
held accountable for decisions rendered by members of the College administration, faculty, staff
and students.

Responsible for ensuring that federal and state rules and regulations, and Board of Regents,
Executive, and other University and College policies and procedures are enforced and applied
appropriately on campus. As necessary, the Chancellor oversees and approves the devejopment
of campus procedures to implement these broader rules and policies.

The Chancellor coordinates, facilitates and ensures effective communication, decision-rpaking
and action amongst campus administrators, faculty members, staff, and/or students on ajrange of
programmatic, service, personnel, and other matters; and meets with businesses, nonprafit
organizations, community leaders, and other groups to explore various educational and fraining
alternatives to meet their needs.

Delineates responsibilities and decision-making authority of administrative staff. Organizes
College committees to address campus-wide problems and concems. Meets with the
administration staff to plan, control, and make decisions concerning the total College operation
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through budget preparation, resource allocation, development of performance standards,|and

continuing program evaluation. Organizational reviews are guided by Academic Develgpment
Plan (ADP) objectives, Technology Development Plan, UHCC Strategic Plans, and UH [System
Strategic Plans and accreditation reviews.

ACADEMIC ADMINISTRATION - 20%

Responsible for the planning and development of all academic programs at the College. | Directs
the development, review, update of the campus academic development plan and the development
of accreditation self-study reviews,

Responsible for guiding institutional improvement of the teaching and learning environmpent by
establishing a collegial process that sets values, goals and priorities; ensuring that evalugtion and
planning rely on high quality research and analysis on external and internal conditions; ¢nsuring
that educational planning is integrated with resource planning and distribution to achieve student
learning outcomes; and establishing procedures to evaluate overall institutional planning and
implementation efforts.

FISCAL ADMINISTRATION - 15%

Responsible for the financial soundness of the College’s operations. Directs periodic reyiew and
update of long-range fiscal and educational development plan, capital improvement plan and

organizational plans. Develops parameters for program plans and budgets, reviews and japproves
program plans and budgets, expenditure and travel plans for all program units, contract,(and new
program extramural grant proposals. Ensures the efficient and appropriate use of varioys
funding streams, which supports compatible objectives and activities. Works with Collgge

administrative staff to prepare the Collepe budget, sets priorities, coordinates budget with short-
and long-range plans, and presents the budget to the President.

PERSONNEL ADMINISTRATION — 15%

Works with College administrative staff members to direct, manage, and supervise perspnnel
responsible for academic and non-academic programs. Renders decisions on faculty contract
renewal applications, faculty post-tenure review evaluations, and delegated disciplinary|actions.
Appoints BOR (faculty/APT) personnel and makes final recommendations for tenure and
promotion applications. Participates in collective bargaining negotiations. Conducts evaluations
of administrators, faculty, and staff.

CAMPUS AND COMMUNITY DEVELOPMENT ~25%

Establishes internal campus communication processes to handle transmittal of informatjon.
Articulates mission of Kapiolani Community College to serve the campus and the comrhunity at
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large. Approves student activities budget and serves as source of authority for student
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governance and participation in College affairs.

Fg: ©

Responsible for institutional fundraising, marketing, and community relations. Respongible for
communications with the University of Hawaii System, including the BOR, President, the Vice

President for Community Colleges, Chancellors, Vice Chancellors, Deans, Directors of

bther UH

units statewide; with the State Legislature and other State agencies; and with organizations and

representatives.

Serves as the strategic liaison to area schools and principals for the purpose of building

and

maintaining mutually beneficial relationships between Kapiolani Community College apd the
schools, and promote post-high school enrollment.

Serves on various community boards to address the community needs. Serves on natiogal

commissions and commitiees to network with other agencies to enhance the College.

OTHER -~ 5%

Serves in staff capacity to the President and Vice President of Community Colleges and| performs

other related duties.

ob. List names, class titles and position numbers of all immediate subordinate positipns.
Names Class Titles Position No.
Fawn Miller Private Secretary I1 900112
Frank Abou-Sayf Institutional Support 77245
Louise Pagotto (Acting) Vice Chancellor 89068
Vacant Assistant to Senior Executive 89341
Vacant Clerk TypistII 900113
Mona Lee Dean of Student Services 89071
Dennis Kawaharada (Interim) Assistant Dean 89052
Carol Hoshiko Assistant Dean 89176
Milton Higa Vice Chancellor 89042

9c. Description of the nature and extent of guidance and direction received.

Work is performed with wide latitude to carry out assigned duties and responsibilities v
parameters of delegated authority, broad policies, and general operational rules and reg|
set forth by the Board of Regents, the President, the Vice President of Community Coll

the University.

9d.  Description of the nature and extent of the check or review of work.

bithin the
ilations
eges and
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Work is reviewed by the President and the Vice President of Community Colleges through oral
and written reports, evaluation of program attainments, and community acceptance and
participation in the college’s programs and activiries.

Oe. Description of the contacts with other departments or University organizations, With
outside organizations, and with the general public.

The Chancellor serves as chief liaison for the College working with University administgatprs,

Board of Regents, County and State legislators, labor unions, government agencies, community
groups and private organizations.

K
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Kapiolani Community College’s Chancellor Position
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Essential Qualifications

Desirable Qualifications

Education: general, special or
professional

Experience:

Lieenses, certificares, or
registration:

Spocial knowledge, abilities, and
skalls:

Master’s degres or equivalent

Administrative experience in a college
at the deanship level or equivalent, or
experience av the community college
professional (C5) level, or
demonstrated comparable mid-
management administrative experi¢nce
in an educational agency, industry, or
government

None

Possession of management skills
Ability to relate to and skill in meeting
peaple

Demonstrated leadership

s  Dactorate

s College level teachinglexperience

s  Familiarity with studept service
programs, program dejvelopment,
and administration

¢ Demonstrated understanding of
contemporary problems and
issues in community dollege
education

¢  Familiarity with acade¢mic,
vocational, and internfitional
programs, program dgvelppment,
and administration

¢ Familiarity with contipnipg
education and training, and
workforce development programs

= Ability to relate cffectively with
the various internal anpd external
constituencies of a cojlege and to
build systematic and ¢ollaborative
working relationshipg with all the
constituencies

* Knowledge of fiscal gperations
and budget developmpnt

e Demonstrated understanding of
issues related 1o Native Hawaiian,
local, and global cor i
including Hawaii’s upique
sconomice, political,
cultural environment

with student, staff,
governance
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