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Position Description

Position: EXECUTIVE DIRECTOR
Responsible to: President, Polynesian Voyaging Society

Responsibilities:

1, Have overall administrative responsibilities of organization.
2. Provide guidelines, procedures for operations of program/committees.

3. Provide evaluation and other reports on administration and programs,
as necessary.

4. Provide support to staff and committees for implementation and
maintenance of activities.

5. Implement Board of Directors' policies.

6. Provide training to staff, Board of Directors, commirtees and select
community groups and leaders, as necessary.

7. Recommend hiring of staff to Board of Directors.

8. Establish rapport with agencies, groups and individuals as represen-
tative of the Board of Directors.

9. Represent Board of Directors at public functions as requested.

10. Provide coordination of data-collecting, assessment and dissemination.

Minimum Requirements:

= M.A. or equivalent in education and experience in business
administration.

= Driver's license.
- Knowledge of federal and state programs.

Experience:
= Program management, organizational development.
-~ Budget management.

— Training.



TRAIRING PLAN

March/April /Ma: June/July/ ust September /October /Hovember
_ Planning Basic MBO Systems Design Refine /Evaluate
Public Relations Basic Proposal Development Funding Sources
Education Basie Writing Techniques Public Presence
Culture Program Development Program Implementation

apd Maintenance

Coordination of Internal
and External Resources

Research Data Collection/Assess-
ment

Evaluation Techniques

Recommendations Remedial Techniques Evaluation Reporting

L —



INSTRUCTIONS FOR ASSISTING SPONSORS
IN PREPARATION OF GRANT FROPOSALS

-The foregoing seeks to improve the understanding between

potential sponsors and ALU LIKE staff members with regards to

guidelines as imposed by DINAP. By this means, it is hoped that

you will be able to assist sponsors understand their true
missions in the course of training participants for permanent
placements. Experience has shown that the true purpose of

this program in many instances has been overloocked and replaced

with the "getting people jobs in my area" philosophy. This

is understandable but cannot continue under that premise alone.
It is essential that we deal with our sponsors factually and
give them the right perspective about the E&T program.
Basically, if you stay with the guidelines as illustrated
in the manual, you should have little trouble conveying to the
sponsors the various stages of their plans and the nécessary
compliance to DINAP's goals and objectives.
Explain that ALU LIKE will only monitor and evaluate
the project as has been outlined by the sponsor. Of course,
our criteria for evaluating will be of a broader nature and
will seek to determine compliance and fidelity to the proposal
in all its components as the means of determining its continu-

ance and possible refunding.

i
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Page 2

You should expect many community project-type proposals
to be submitted as has been the case in FY78. However, your
new sponsor manual should minimize the difficulties you once
experienced due to the extensive wvariables the FY78 criteria
allowed. This is not to say necessarily that those guidelines
were in violation or in non-compliance to DINAP's goal but
rather that the scope was too broad.

In preparation for receiving requests you must be
thoroughly familiar with the overall goals and objectives of
ALU LIKE and DINAP and be able to explain them in detail if
necessary. In addition, your complete understanding of the
Planning Model as well as the Evaluation and Monitorial Model
is absolutely essential in gualifying yourself to meet the
sponsors and assist them not only in the planning of their
proposals but also with the operational aspects. It will make
your job easier in the long run.

Most assuredly, there are going to be instances where
the proposal will be nothing more than a veiled attempt to
create jobs. Some of these may be in job—depraésed areas
and you may be hard pressed to make a recommendation favor-
able to the applicant if this occurs. Just remember the bottom
line: "Will the training provide career-oriented permanent

placements for participants in an unsubsidized organization?"

-If not immediately, can this prospect be anticipated within

a reasonable time frame?



Page 3

Your skill in grantsmanship may have to be applied if
you earnestly feel the justification for such a project to
; fly. The guidelines, while appearing to be prohibitive, are
broad enough if you use your keen sense of interpretation.
Help the sponsor to "see" that he/she can comply by revising
or modifying the plan. Don't let the proposal go any further
up the line unless you are in full agreement. This makes it
easier for IMAC to consider favorable approval when they see
that your recommendations are positive.

Should the case be of a borderline variety, include in
your recommendations strong explanation of the "weak" area of
the proposal. Go over each step of the plan and make sure the
sponsor has indicated how he/she intends toc meet the various
stages of participant development.
| For your information, here are a couple of many possible ;
reasons which could be considered causes for grant denial:

a. Project doces not contribute to an ALU LIKE program
area.

f b. Our assessment indicates project as described does iy |
not contribute to the attainment of E&T goals and . |

obejctives.

i In studying the guidelines, perhaps you may feel that )

the language and terms used may tend to scare away some

potential sponsors whose educational backgrounds does not
prepare them to comprehend, much less use such language and
terms. If this is the case, take the time to use appropriate

language and terms to illustrate or explain program language

T A



Page 4

but don't depart from constantly referring to them as all
sponsors must accept such terms and the use of them because
it is the language of federal funding.

It is mandatory that you direct the sponsor through the
guidelines in such a manner that there will be absolutely
no misunderstanding on his/her part on any phase or component
of the guidelines in order that there be no repercussions
at some later date.

Bear in mind that proper management of the project is
paramount to the success of it and ultimately should prepare
the participant for the planned results. Reinforce this
aspect as you lead the sponsor(s) through the guidelines and
save yourself from unnecessary repetition through the life
of the project.

Once you have accomplished this, the major emphasis
should be in the areas of monitoring and evaluating. These
are the indicators of the degree of progress in any project.

Monitoring should indicate the activity schedule with
target dates. In othgr words, the monitoring reports would
reveal the extent to which the project operation conforms
to the work plan according to schedule on a timely basis.

This should be relatively easy to follow as the Methods
and Tasks components of the guidelines will indicate, by time
schedule, the rate of progress anticipated for the participant.
ALU LIKE's on-site 30-60-90 day etc., monitoring basis should
keep us abreast of the progress of the projects as well as of

our participants.
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Page 5

Prior to returning to their respective Island Centers with
their reports, ALU LIKE monitors will discuss their findings
with project leader(s) and recommend any revisions or modifi-
cations seen as being necessary to assist in improving the
activity.

Evaluating is simply measuring results against a predeter-
mined objective(s). In this process, ALU LIKE pecple would
be primarily interested in the measure of attainment of the
specific objective(s). Whatever the objective(s), it can be
measured on a percentage—attained basis, at the time of the
first evaluation and those subsegquent. (;valuations are to be
made two or three months prior to the proposed termination
of the project and every month thereafter until the project
runs out its term.) At this point, you would have a good idea
of whether or not the project has attained the level of
achievement as proposed and also how effectively the manage-
ment (leader) has done its job.

The product (project) evaluation checklist and related
narrative and rating criteria is found in the "Instructions

for Evaluation" bogklet.
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"A program evaluation must proceed as an effort by the

individuals running the program to improve program performance

--=all program analyses are aimed at supporting this goal."

With this statement in mind, your objective should be

clear. Your observations and; hence, your efforts should be

directed at assisting the program leaders achiewving that goal.

Listed below are checks you will use as éuidelinas to

review, monitor, and evaluate the product:

1.
2.
3.
4.
5.

lo.
11.

12.

What is the projects contribution or value (worthiness)?

. What is its planning structure?

Are the goals and objectives clear and relevant?

Is the program strategy clear?.

Are the methods of achievement valid?

Is there clarity of performance output and outccme?
What about the technical performance?

What about the staff effectiveness?

Was the performance level in education and training
significant?

What about the execution of the financial plan?

Is and was the overall managerial and financial pProgram
sound?

What is the gquality of the overall contract administration?

[
e
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LIMITS ON PARTICIPATICN FLIGIBILITY

The new law prescribes specific limits on the length of time a parti-
cipant is eligible to be enrolled in programs under CETA as follows:

A. Section 121(c) (1) "All persons participating in training under this
act shall receive allowances from funds under this act for institutional or

classroom training for mw

B. Section 121(c) (2) "Subject to Section 212 (B), no individual shall
participate in programs receiving financial assistance under this act for
longer than a mlofw% Forpmpc:ses
of this subparagraph, goRgkiecduadepe Iy
mm&mw.

C. Section 121(I) "Except as provided in section 212(B} | WOERAEDETTENES
Programs consucted under this act shabl.notsexosedses
Aienidddiszidua] (other than an in-school youth), for any year, MW!

D. Section 122 (H)(2) "No participant may be paid wages from funds m‘h‘v‘fysﬁ
this act for public service employment for more than oRfmeeeicswdranbatnng

oo (1agper )

E. Section 122(H) (3) "For purposes of subparagraph (2), no more than
26 weeks of public service employment financed in whole or in part under this
act prior to Octcher 1, 1978, shall be considered as part of the 78 weeks."

F. BSection 212(B) (2) "Work experience programs conducted under this
part, except for in-school youth, shall be subject to the limitations on
duration specified in section 121(C) (2), unless the prime sponsor's plan as
approved by secretary establishes that the lack of alternative job oppor—
mﬁtlx agea makes such conditions and limitations impractical.”

=B



. MONITORING--THE WHY AND HOW

_and weaknesses of services provided by the sponsor (employer).
-hnpitoring is a very important aspect of all programs but parti-
éﬂlnrly in OJT operations. Regardless of how well a program may
ﬁe developed and implemented, unless ALU LIKE receives periodic
feedback on progress toward objectives, the program may not be
successful. Problems should be dealt with as they arise so that
immediate corrective action may be taken and plans made to pre-
vent future occurrences.

;-“ 2 monitoring system must be well-planned and implemented,
. with an understanding of mho will monitor, ween and«wew the moni-
toring will be conducted. The E&T Coordinator will have this
responsibility as well as that of developing evaluation teams

comprised of IPS and JD personnel. It will also be the responsi-

' or standards.

The sponsors will be notified by phone of the impending
visit of the ALU LIKE monitoring team (IPS/JD) by the E&TC or

designate. Caution should bhe exercised not to interrupt the

trainees' work or the sponsors' schedule and don't take up any
more of the sponsors' time than necessary. Nevertheless, the
monitor(s) should personally visit the training site to interview

the trainee and supervisor at least once a month. This interview

131

Monitoring is the assessment of the process of delivering

bility of the E&T Coordinator to determine the level of acceptance

should be brief. The trainee and supervisor should be interviewed

gervices to a client population and the identification of strengths



separately and questioned to determine the following things:

1. Is the employer satisfied witlh the trainee's work and
progress?

2. Is the employer meeting the financial obligations to
the trainee?

3. Does the employer or the trainee see any problems
developing.

4. Is the employer in compliance with the assurances

and certifications of the contract?

5. Is the trainee being trained in the agreed occupation,
and is the training outline being followed?

6. Does the trainee feel that satisfactory progress is
being made toward the career goal?

7. Does the trainee have a good feeling about the
employer and the work situation?

8. Does the trainee know about available supportive
services, and are they being furnished to him or
her as needed?

9. Have supportive services had any effect on the
trainee's attitude or adjustment to the job?

10. Is the employer keeping adequate records, and
are reimbursements received promptly?

11. Is there any technical assistance that the Quality
Control Monitor or some other person could provide
which would be beneficial?

Both sponsor and trainee should have the telephone number

of the monitor(s) and be encouraged to call without hesitation

should a need or question arise, It is essential that all parties

involved in the contract training process be honest and coopera-
tive and that they communicate well with each other. Although

what has been described as a monitoring function, it may be more
useful to describe it as a service visit. A record of such ser-

vice visits must be maintained by the monitors on such forms as

132



may be applicable with copies of each being submitted to the
Management Information Secretary for custody.

The E&TC should rotate monitor(s) to preclude any ten-
dency for the monitor(s) may see themselves as sales and service
persons and not as canpliapafwekiiaesng- If the E&TC does not
wish to rotate monitors, a quality control monitor could be

designated to make formal visits on a random basis making in-

. quiries to a greater depth than the normal monitor. At this

- level, the gquality of the regular monitor and the guality of the

service visits could also be checked. Make sure too many people
‘are not calling on any one sponsor with such frequence as to en-
gender suspicion and annoyance.

When the guality control monitor visits a sponsor, some
very basic and easily overloocked matters should be checked.
ALU LIKE considers the following to be important concerns for
a monitor to investigate:
Does the trainee exist?
Are adequate payroll records and personnel files
being maintained which substantiate the employer
invoices submitted for payment?
Is there adeguate documentation of supportive

services for which the employe' has claimed
reimbursement?

a & 8¢

Are there good internal payroll controls so that
the same individual does not keep time, issue, and
distribute checks? Such a one-person system could
invite fraud or payment abuses.

Confirm the eligibility of all trainees prior to
visiting the job sites and determine starting
date(s). (Some empluyers may have been tempted
to have regular employees certified as trainees.)
Examining the time cards and payroll records will
verify agreement between the names on your record
list and that of the sponsor.

133
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Since the length of training is usually deter-
mined by the skill level of the cccupation, a
monitor should make certain that the trainee
is being trained in the agreed occupation and
not at a lower skilled job.

&

Ascertain from payroll records that trainee is
receiving the wages or salary agreed upon in the
contract.

IE Reimbursement for providing supportive services
is a provision that can be abused easily. This
being a possibility, the monitor may ask a trainee
if he or she has received the service for which
the employer has invoiced. In order to verify the
employer's claim, it is a good idea to reguest that
the employer maintains receipts for any such ser-
vices provided. For example, if transportation money
is given to the trainee, it would be well for the
employer to have a receipt signed by the trainee.

| PULUMENIS CAFTURED AS KECEIVED |

T ‘L When trainees are terminated, a monitor should
investigate the reason given by the trainee and
whether or not it matches the reason given by the
employer. Termination trends and the recurrence

of the same reasons may suggest the need for cor-
rective action and have implications for the desir-
ability of future contracts with the employer.

Both the assigned monitor and the guality control monitor

(or contract monitor) will

Bt . .m, These reports should be reviewed by the E&TC or a

{
b
i' third party on the ALU LIKE island staff. e rcmueseiy

A good monitoring system, thoughtfully designed and executed,

I may make the difference betwean success and failure in providing
i a quality program.
[}
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SUPERVISOR QUESTIONNAIRE

How would you describe the working (training) relation-
ship between the participant(s) and you?

How would you describe the attitude(s) of the partici-
pant (s) toward their assignments?

How do you motivate your participant(s) to come to this
site daily? on time?

What work habits have you developed within the partici-
pant(s) that were absent at the outset of the program?

What kind of daily reports are you responsible for?
Describe them.

What skills do you employ in handling problems involving
participants when they arise in your area?

Who is your immediate superior?
Who does your immediate supervisor report to?

How would you describe communications coming to you from
your superiors?

Describe your job and the tasks you must perform in
training a participant(s).

Are you able to counsel participants who need guidance
in the matters of finance? health? spiritual? mental?

How do you assess the component you supervise?

135
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ADMINISTRATIVE QUESTIONNAIRE

Describe the resources you have and how you are
utilizing them.

How are your resources siructured?

What policies have you developed and implemented to
help you attain your goal(s)?

Have you a plan to maintain adherance to your policies?

What means do you use to modify or revise policies if
conditions change?

How do you develop a course of action for unanticipated
situations?

How do you orient participants to your organization?

How do you influence positive group and individual
goals?

How often do you meet with your subordinates?

How do you reinforce the need to meet the specific
goals of you with your staff?

What medium of communications do you prefer to use
with your staff?

0f the mediums used, which is the most effective?
What kind of reports are submitted to you? How often?

To whom do you submit reports? What kind? How often?

136
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THIS MODEL [S ONLY A SAMPLE USING A 12 MONTH TIME FRAME,
BUT PROPORTIONATE APPLICATIONS OF MONITORING AND EVALUATION WOULD APPLY,

EXHIBIT B

RECOMMENDED MONITORING & EVALUATION PLAN

You MAY HAVE A SHORTER TERM

1 . . 3 N § . . 12
PROJECT IMPLEMENTATION FUTURE
tart-up and should have
> = asurable
position application results
e— Begin monitoring
from second week
% ACCOUNTABLE PERIOD £
A rEVALU.BTIOH
OF SPECIFIC
OBJECTIVE
QUALITATIVE = QUANTITATIVE SUBJECTIVE

PROJECT EVALUATION CHECKPOINTS

-Progress and Results

=Worthiness/Appropriateness
=Potential for Economic Growth

-8elf Sufficiency
-Cost/Cost Benefits

-Social Development Contribution (people)
=Community Contribution--Physical and Social
-Socio/Economic Development--Industry
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March 2, 1979
TO: All Administrators
FROM: Paige K. Barber
RE: Training and Teclmical Assistance Plan - FY79

Please review this draft with members of your staff and meke appropriate
revisions no later than March 15, 1979. Assessments of coommity needs
should be completed no later than March 30, 1979, Revisions by phone
will be welcamed to facilitate activities,

While implementation of staff training has already commenced, for pur-
poses of this effort, implementation date is set for March 20, 1979.
Coammnity workshops are scheduled for implementation no later than

April 15, 1979,

Please be reminded that as of this writing, we have not received
official release of T/TA mational resources, As a result, while there
is some time left for plamming, we are scheduling implementation in
anticipation that finds will be made availsble by then (March 20, 1979).

Mshalo for your cooperation. N
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I. -fG0AL STATEMENT

"To design, implement, monitor and
evaluate a training and technical
assistance plan which will improve
staff performance at all levels,
refine management and program ca-
pabilities, and, over a period of
two years, develop a team of train-
ers to respond to internal and ex-

ternal needs".



II. EBACKGROUND

Over the past three and a half years, Alu Like has grown
from a staff of thirteen to nearly a hundred. In 1976, without
belnefit of T/TA allocations, the organization launched a state-
wide needs assessment and Native Hawaiian registry. At the end
of 1976, it would claim over $50,000 in in-kind contributions
and boast a listing of more than 1,000 volunteers. The solici-
ting of in-kind help continues to supplement federal and state
appropriations today, as the organization moves to reduce its

full reliance on govermment funds.

These efforts, of course, would not have been possible
without the support of the Alu like staff --- through their en-
thusiastic commitment to the goals of the organization, and
their aloha for the Hawaiian people. Much of the supporti come

frqm friends and relatives.

The Alu Like T/TA plan will attempt to refine this pro-
cess éo that the many hours of informal consultation we re-
ceive will become a part of the building of resources. In
doing so, the larger scope of our ability to access resources

becomes clearer and our capacity ro extend our intermal and

external talents can be strengthened.

B



III. PROBLEM STATEMENT

Except for the annual statewide staff orientation, staff

T/TA usually suffers from:

1)

2)

3)
4)

5)

6)

7)
8)

delayed release of funding which affects the timely
response to training and program needs

inadequate assessments due to lack of sufficient
probing to clarify needs

inconsistent information and instruection
insufficient followup on training and technical
assistance provided

limited training and technical assistance available
internally and extermally

lack of coordination for all T/TA

problems with national T/TA provider

lack of a comprehensive plan

In summary, the organization needs to clarify roles, responsi-

bilities for training, determine target groups and establish a time-

frame which will accommodate and integrate a variety of meeds for

training.

.
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1v, TRAINING OBJECTIVES

The forming of objectives requires a muber of basic coamponents so
that evaluations yield information which help the organization measure
its cutcomes accurately.

Since the island centers are a reflection of all of the separate
coamponents of central, and will sameday take on its image through its
emerging autonamy, how the island centers develop will be important. The
FY79 T/TA plan proposes to moture this process. However, to & so,
there must be standards against which products or outcomes can be
measured.

Standards need not be complicated. The Clerk-Typist/Receptionist
Training Plan and the Reproduction/Supply Clerk Training Plan (see
Attactment I) is an excellent example. By using these plans, the over-
all objective of training can be easily developed and measured because
the plan maps out each skill area and level of performance; determines
the amount of time the training will take and when training will be com-
pleted. Assessments thereafter should measure gkill attairment levels
and skill refinement needed (see Attachment II).

The degree of expected improvement should accompany objectives as
well as the cost of training. For internal training, where monies are
not used to purchase training skills, a budget would not be necessary.
However, an accounting of staff time spent on training aids in determin-
ing feasibility.

The training objectives are broad and apply to each unit, The
central units are expected to work on completing its standards with in-
put (vwhere feasible) with island centers using these objectives:

-4 -
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Training (internal/external rescurces used)
(1) Improve staff performance and stabilize operatioms.

(2) Improve management capabilities,

(3) Establish accountsbility for training activities and
performance outcames,

(4) Train staff to train others.
Technical Assistance (contractors)

(1) Provide information and instruction to prepared the
organization for long-, short-range goals and cbjectives.

(2) Provide coommity workshops and technical assistance
to groups. .

(3) Purchase technical assistance for special needs.

These objectives can be viewed in relationship to mnit requirements;
need inputs from staff, timeframe and estimated cost in the activity
worksheet, Further, technical assistamce requivements are integrated
in the worksheet for full dispiay of the organization's systems and
its related parts.




V. -TRAINING ROLES, RESPONSIBILITIES

All T/TA will be coordinated at central with island center

administrators having the responsibility for assessing needs, im-

plementing activities, monitoring and feedback.

Island Center Responsibilities:

1
2)
3
4)

5)

6)
N

complete staff and community needs assessment
recommend T/TA activities/resources

develop and maintain activity schedules

provide technical assistance to staff and commu-
ty groups

handle all appropriate correspondence on the
island 1evei

assess activities and describe outcomes (evaluation)
process all T/TA information to central upon

completion of each session

Central Responsibilities: '

1
2)
3)
4)
5)

6)

verification and
[/approval of all T/TA requests

processing of contracts and payments
developing and maintaining a resource bank
statewide monit.orin-g and coordination
provide technical assistance to staff and

community groups
evaluations - analysis and feedback of results
-6 -
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VI.

TARGET GROUPS
Responsibility Target Group Other
Executive Director Unit Heads Board
ICA's HAC
Advisory
Unit Heads Unit Staff Committees
ETC's
Community
ICA's ETC's IMAC
FR's Core ;
ANA Clerks Groups 1
Community '
ETC's JD's IMAC
IPS's §
YPS's |
MST's ¢
E&T Clerks
Project Heads
i
i
H
3
i
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VII. FPROCEDURES

Following review and approval of the T/TA plan, to facilitate
implementation, verbal approval to teke action will be followed with
written confirmation from the requestor. Written confirmation will
acconpany and will have the following information:

o)
@
@)
@
)
®
)
®)

©

(¢1))

an

Unit or island center.
Name of requestor.
Date.
Need.
Objective.
Desired outcome,
Target groups.
Trainer.
- e (note: ilmmm) gd:es not apply to staff
- general excise tax license mumber ) B
Logistics.

- date
= time

Budget.,

At the end of each session, a report mast be submitted no later than
10 working days after campletion, The report will include:

@
(¢))
1€))

Evaluations.

Recomendations (include follow-up plans).
Roster of attendees,



(4) Receipts (if any).

(5) In-kind form (if applicable).

, Please note that any agreements with contractors should include a
. statement on inwoicing and that a memo to fiscal should be routed to

o
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First Quarter

VITI, MAJOR TRAINING TIMEFRAMES

Second Quarter

Third Quarter

Fourth Quarter First/FYB0

.Develop skills

for new ataff

.Convene state-
wide training/
orientation
session

.Begin refine-
ment of main-
tenance skills

r
.Begin segch for
new information/
instruction
to attain long-
range goals

.Gonduct commu-
nity workshops

.Begin develop-
ment of new
skill-building

,Maintenance
skill refine-
ment completed

.Continue search
for new informa-
tion/instruction
to attain long-
range goals

.Begin purchasing
new information
and instruction

.Continue work-
shops

+Continue new

skill develop-
ment

,Train new Board
and HAC members

Begin search for

resources to launch

pilot programs
Mrite proposals

Wrap-up work-
shops

Apply new skills

Complete evalua-
tions

Complete evaluations



IX. EVALIATION
§ All evaluations will be the responsibility of the unit heads,
i ICA's, EIC's and will measure outcome against objectives. Degrees of

improvement, where appropriate, should be a part of this process.
Recommendations will include a plan of action and units/island

centers will have responsibility for follow-through.
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ATTACRMENT 1

CLERK/TYPIST TRAINING FLAN
RECEPTIONIST TRAINING PLAN

Objective

E:sl skill ml m?fﬂm mwmﬂm' wmm iy
[ g in operating o e

all information pertinent to this unit. 8
Task Function List

Attachment I would serve as task function list. This list determines
the activities necessary to maintain the unit's operations,

Evaluation

Evaluation determines whether the individual trained has:
(1) been provided all training described in the plan.
(2) received training as scheduled,

(3) the ability to operate office machines.

Taking the evaluation one step further, the evaluation can also measure
the level of p¢u£1clency of trainee at the end of training and deal
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R | ) Attachment II
REPRODUCTION/SUPPLY CLERK TRAINING PLAN

1. Learning the capabilities, use, maintenance of office machines: 4
a. Fodak Ektaprint 150 = Copier
b. Savin 770 - Copier
c. Gestefax - Stencil Maker
d. Gestetner - Duplicator
e, Binding Equipment
2. Processing of reproduction work orders:

a. Interpreting amd completing copy requests X|x|x|x

b. Maintenance of copier logs (daily and monthly) x|x|x|{x

c. Delivery of finished work orders x|lx|x

d. Maintemance of adequate stock of reproduction supplies x|x|x x|x
3. Contact with vendor/sales representatives ' xlx|x|x =
4. Supply control/inventory:

a. How to maintain adequate stock in storeroom x|x|x x|x

b. Receiving and processing requisitions x|x]x|x

c. Completing purchase orders x|x

d. Purchasing supplies Tz{x|z|x|x|=

e. Disbursing supplies x|x|x

f£. Obtaining price quotes from vendors x|x x

E- Regular inventory processes . x|x|x x|x
5. Mafling:

a. Use of postage meter/scales/rates x|x|x|=x

b. Maintain adequate postage level x|x|x|x]| |

c. Adr cargo x|x|x|x
6. £11 of document forms . correspondence:

a. Creating, updating forms

b. Form control (numbering system)
7. Use of 10-butt hone tem
8. General office work/processes

H M W KN
H MW MM

M M M MM
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CLERK: 15111 7RAININ:
SRECEFTICM IS, TRAINI®.
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VIS AD N

T cmems weama A

o et e, e e

Use of l0-button phofe Syst.m:

a. Phone courtery (referrais)

b. Taking Sessages

€. Raceiving/Plicing lomg=dist.mee valls
d. Maintenance of system

Creecing/Dealing wich public:
a. Greecing (and referral)
b. Haiting room courtesies

Typing/Gensral Clerical:
4. Repources - Secritarial Book, Mctioaary

b. Typing correspondence:
1) From draft

2) Trom dictaphose

c. Processing Correspundence
1) Securing signature, making o
(enclosures, stcachment)

d. Typing reporte:
1) Manuscript, manual, techufend

2) Wumericai reports (rooting)

«. Composing:
1} Hemos (transsitzal, conformid jon,

i) Forms, charts, diograms<, vic.
f. Typing scencils

. Filing by subject, alphabetival.
chromological, eromsfiiling

-

Uue of office machines:

a. Kodak Ektaprint 150 = Copiu:
b. Savin 770 - Copier

c. Gestefax = Stencl] Makur

d. Gestetner = Duplicator

€. Binding Equipmen:

7. Postage Meter

g+ Dictaphone

Maintain Stafl Jn=0ut Loy

Maistain Conference Kowm schedule:
(log, obtain approval for mom=scaflf ue,
checkout/in overalght Lr3)
Organising skills:
a. Obtainieg daformation by phone
b. Setting sppoiniments, confiming
c. Coordinsting mestings (datc, time, pla. )
d. Travel preparatdon (aiz per diem, grounds
1) Purchase Order
2) Dirsct/Trawel Agency
3) Icimsrary
4) Reconciliarion of tyovwe] expensics

Ocher: -
a. PFarking Validatlon

b. Bullecin Bosrd

17 -
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1.1  PERSOMNEL : N ! :
i, devies personnel policles, x| o BRI |
procecures ¥ ! . 1_ x| 1
2. Conduct personnel recrult- - | i | 1 1- d - Lo
ment : ; : .
3. Contract preparation and LS . 1 I | i
cessl -} . ; | ! ik
4. End- A!ﬂmtiu Action | L3 | ! x| x o
5. t‘.ﬂplr with EEO ru AN w0 x| x :
5. ey with OSHA rules, regs | * - x| x :
7. Comduct safety training | -_ﬁ : | x
i o L
1.2 FISCAL -r N ; )
1. Understand rules, regs i | ; . ¥ %] N :
2. Understand policies, L ! i Xl fw i '
H muel res LA | ] ; Y
EA derstand contract pre- | | - ®l [
[+ paration, purpose, res- . i N | | \
b Emlbll].l: P | | ]
&, Design, control £iscal * * | x| x B i
- systems, projections l 1 i | x .
5. Develop understanding T i
of finance systems [ . | - ! a
1.3 COMMNICATIONS | ! : i
1. ng public apeaking : ;r 1 + . % lxlx
capabilities | . "
2. Strengthen interpersonal X £ ¥ X
\ communications A
i
|
I 8
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1.5
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(cont) Commmications r
x T S T, _.&, X X
. 8 I.'urnl utmlﬂi.ng and
zngun x [ - ¥e = = -_-m X x| X))
&. mulw u:l.l:l.n; ® p
for broch m-. -:t(:ln., . .
reporting ' .
5. Develop cquhilil: s in ! K|l x| K [ — o) ikl |
operating media eﬂipﬂﬂt : d . T .
6. Develop capabilities in X|:x = &) x| x M
production of written . i
and oral materials : H
7. Develop publicity strate- Kl K #
gles
RESEARCH AND ANALYSIS f
1. Develop understanding of LI ; ¥ x ] X
atatistics, its uses : ! ' X
2. Develop capabilities in x x| x| x
g::htnni‘m;s:tl. interpre- . !
eing ] . .
3 inp ratanding of X Xy
reporting system
FLANNING . -
N L]
1. Develop skills in propesal 1, o x| x| | ¥ X
velopment , :
2, ne-uup akill in mhwr:- " Xwlx| o
an_development, contro. i
eyt M I
. Deve al n writing repgrte i
Businces lettecs, memos” T S LEEEERE x
OPERATIONS AND HANAGEMENT [ i
1. Improve internal processing X | x| o x x|
- 19 =
: ]
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E1]

OPERATIONS AND MANAGEMENTS
bf information and imatrue-

tion

2. clarify roles, reponsibili-
ties

3. cllrlf] uz]lnhltiml pro-

re

& f:mthan wverbal and writ-
ten communication skills

5. Serengthen team-bullding

L]

7

Ieontl

skills
Promote cultural awsreness
nnd actice
p awareness of natlom-
al md local laglalative
procedures, activities
8. Develop skills in supervi-
aton, reachim
delegating,
tf.m upn:t!.n.,
io‘p skilla in wrtm'l.-
u unvm. budgets,
nl:hur TesOUTCES
10. Refine skills in community
organizing, advocacy, ser-
vice delivery an "

I‘.}mlsis, Shamgt
*1.7 EMPLOYMENT AND TRAINING

1. # understanding of
Federal, State and Count
Laws, rules, regs,

2. Provide regular meetings for
administrators

plianing. p ";:E}‘i‘!'
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(cont) EMPLOYMENT AND TRATNING

3. Improve JD skills in:
= salesmanship
- job market trends and

w

analysis
= job searching
= entrepreneurship

- ub ntc!li
4, " n{!.lll 1n
:ounleling,

u.i testing :]lll:l-,
ng TesoUrces
developi: l.l'ltll“\liht-

ing tec

developing curtl.cull-

= job placemsnts

5. Improve MST skills im:

.

x4 Mg T x g

.

- w o mA AKX ¥ WX
x ow oK X4 TR E X
T R om M X W w W oKW
¥ X y % K MW ow

1.8 CLERICAL SKILLS

| 1. Improve clerical skills in:

i - flling systems

= telepl etiquette

- organizing and processing
L

o
= basic office management
and control aystems

1.0 OTMER i

kX
' K-%

1. Financial planning and manage : ,;
ment : !

T L
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(cont)
2.1 EDUCATION ’
1. Developing and maim- | w | x ] ). ) ¥
taining an understand- ! G (X% % 7
ing of local and nation-
al legislation and its
ramifications ' i
2. Developing and malntain- X . % x ) I AL1E r
ing advisory groups ¥
3. Developing and maintain- L 4 ¥ w x x
ing parent advocacy groups ¥ x v " "
4. Designing and implementing * L ¥ ¥ ¥ e
ilot projects | ¢ ' . . M
5. Ecmlng and controlling Yl x| x X . L L) ¥ " x
resgurces, multiple fund- i ) :
ing : . ;
2.1 ECONOMIC DEVELOFMENT ; . .
1. Understanding maticnal and ] W ¥ x FoooEe .. ! . x
local legislation, implica- | | ¥ |’ _ o * Kl
1 i . .o .
2. Developing skills in resource | .w | * 'S o . P s e e .
ﬁm&a{ finding, contol- [ | T | X |’ " ¥ Klx[=] ¥ x L
g s !
3. Developing skills in land LY N . - = : | S
investments, uses, control -Y , A " ' . b el Kl B ¥ *
4. Developing skills in mar- Syl e P} x : L L, @) e ] | x x ¥
keting, projections, mana- i . - - vl
5. Developimg skills in co- xl x i ' : '] : R 'rc_!! Alx x x w
aponsorship of jects i . . - . Vo -
6. Mvnlotim knowledge in | < | ¥ o %] | = ¥ x| |~
agriculture, aguacultura | _ R
7. Developing skille in manage- 3 L N x * @lxfx| ¥l |y ¥ 2| |«
ment, finance :
: Ja-
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2.3 BATIVE RIGHTS

1. Develop underatanding of
COHCON amendments its
act on Native Hawailans
=traditional and customary
rights
-educatlon, culture, lang-

us
-ﬂ!gu of Hawaiian affairs
=Adverse Fossession
~Water and land rights

2. Develop understanding of
national legislation
=Hative Hawaiian Education

Aot
=Reparations
2.4 HEALTH/MENTAL HEALTH

1. Develop understanding of
local health/mental health
needs/concerns

2. Develop skill in collecting
data to design projects

3. Develop understanding in sa-
curing resources
=Most in Heed
=Hational Instltute of
Mental Health

2.5 BOARD ELECTIONS
1. Develop understanding of

elections, nominations
process

2, 1gn training for new
g:frlnd Il.m':cnhtrl
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