DOE OHR 200-001

POSITION DESCRIPTION
APPROVAL FORM

Last Revised: 01/01/2011
Former DOE Form(s): DOE PD-1

DEPARTMENT OF EDUCATION
Office of Human Resources
Classification & Compensation Section
P.O. Box 2360 Honolulu, HI 96804

Please reference the Position Description Approval Form - Instructions (DOE OHR 200-001Ins) for additional information.
I. GENERAL INFORMATION

60008
Position Number: ____________

Assistant Superintendent, Office of Facilities and Operations
Title: _________________________________________________

NA
Salary Range: __________

Office of Facilities and Operations
State Office/Complex Area: ______________________________________
Branch: _____________________________________
Section/Unit: _________________________________________________

Honolulu
Location/School: ______________________________

FOR OHR USE ONLY - Classification & Compensation Section

Asst Supt, Facilities & Operations
Class Title: __________________________________________________

NA
Salary Range: __________

96
BU Code: __________

Approval Authority Name: ______________________________________________ Title: ________________________________

08/01/2019
Approval Authority Signature: ___________________________________________ Effective Date: ________________________
MM/DD/YYYY

II. INTRODUCTION
Function of Organization (Describe the focus and function of your organizational unit):

Pursuant to the State Strategic Plan, the DOE is committed to ensuring that all students have the
academic and personal skills required to succeed in life. As the ninth largest school district in the
country, the DOE has a workforce of over 22,000 full-time employees, 20,000 substitutes and other
casual employees, and a $2.1 billion budget. The system consists of 256 public schools and 36
charter schools spanning seven islands that collectively serve nearly 180,000 students, of whom
nearly 53 percent qualify for free or reduced price lunch. The DOE is committed to building robust
central office functions that meet the needs of students, parents, employees, educators, community
stakeholders, and schools to focus on improving instruction that leads to strong student outcomes.

Purpose of Position (Brief description of the job; Describe the purpose of the position, including how the position's function fits into the
function of the larger organizational unit):

The Assistant Superintendent serves as a member of the Superintendent’s cabinet and is a
problem-solving, collaborative team player on all DOE leadership and management issues relating to
student transportation, school food services, facilities/land acquisition, planning, construction,
maintenance and repair, custodial grounds maintenance, safety/emergency preparedness,
environmental services, security and auxiliary support. The position reports to the Superintendent
and leads the DOE’s facilities and operational support services by providing overall leadership,
management, administration, long- and short-range strategic planning and supervisory
implementation of Office of Facilities and Operations (OFO) functions.
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III. MAJOR DUTIES, RESPONSIBILITIES AND ESSENTIAL FUNCTIONS (Attach separate sheet if necessary)
Describe duties, responsibilities and essential functions as indicated on page 2 of the PD Guide instructions.
1.

2.

3.

4.
4

5.

6.

Strategic Planning and Change Management: Plans, organizes, directs, administers,
supervises and evaluates OFO to include student transportation, school food services,
facilities acquisitions, planning, construction, maintenance and repair, custodial and
grounds maintenance, safety/emergency preparedness, security, and auxiliary
support.
Administrative Duties: Provides expert senior seasoned advisory analyses,
recommendations and input to the Superintendent as it relates to OFO and its
relationships to other offices and programs; represents the Superintendent to the
Legislature, public and private organizations, state and federal agencies and other
governmental groups, community groups, unions, schools and other stakeholders.
Develops operating and financial plans as it relates to Capital Improvement Projects
(CIP) as well as for OFO supervises and directs the development and administration
of the procurement and contracting functions to effectively ensure the implementation
and work of OFO.

OFO Staff Development: Coach, train, and develop OFO Directors and managers to
achieve the DOE's goals; supervise and evaluate the performance of assigned staff;
establish annual goals, objectives, and indicators of job attainment; ensure that
OSFSS staff are providing the highest quality of service to the field and are
accountable for achieving goals and demonstrating results.
Provides expert interpretation and compliance with DOE, state and federal policies
and procedures; develops new policies and procedures to ensure effective and
responsive policies and procedures for OFO and the DOE; identifies long- and
short-range goals and objectives which includes identifying potential problems, issues,
and concerns with solutions and creative program development to further the goals of
OSFSS within the DOE.

Executive Level Coordination, Collaboration, and Communication: continually engage
and inform the DOE leadership as well as other internal and external stakeholders of
OFO activities; oversee coordination between Offices and the DOE at all levels
(School, Complex Area, and State); ensure that OFO is customer service oriented and
responding to the needs of DOE staff, particularly the schools.

% of
time

50

25

*E

E

E

5

E

5

E

5

E

5

E

Performs other related duties as assigned.

5%

c Check here if separate sheet attached.

* E = Essential Function
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IV. QUALIFICATIONS (Education, experience, licenses, or certificates required to perform the essential functions of the
position, as well as those that may be preferred)
Education:

Education Desired:
Graduation from an accredited college or university with a Bachelor's or Master's degree in business
administration, engineering, or related fields.

Experience:

Experience Desired:
Minimum of 12 years of progressively responsible job-related experience in the specialized area of
responsibility or closely related field, of which seven (7) years shall have been in a senior managerial
capacity in facilities management, engineering, business management, or related field, including five
(5) years of supervision of professional staff.

License/Certificate:

Possession of a valid license to drive in the State of Hawaii.

V. COMPETENCIES (Knowledge, skills and abilities to perform the essential functions of the position)
Knowledge:

Facilities management; health/safety/security and emergency preparedness programs; budgeting;
finance, and procurement policies and procedures; pertinent state laws and other legal requirements
governing business practices and procedures; DOE objectives, goals, policies, regulations and
directives and functions of the organizational programs within the DOE; principles and practices of
management, public relations, budget and financial preparation.

Skills/Abilities:

Exceptional project management and execution skills with a track record of developing and implementing new or
improved systems and processes; plan, organize, coordinate, direct and evaluate the activities of a large staff of
professional, sub-professional, and support staff, through intermediate supervisors to provide technical and
management leadership in the office and DOE; interprets state, federal and departmental policies, regulations, laws,
and procedures relating to OFO evaluate major programs and identify problems and develop viable solutions; analyze
program goals and objectives and contribute to the long range planning of the overall management program of the
DOE; ability to think strategically, plan conceptually and problem-solve; ability to effectively manage competing priorities
in high-stress environment; exercise good judgment in the midst of much change and ambiguity; possesses a
collaborative and open leadership style and can lead a team to achieve measurable results; possess the highest moral
and ethical standards; and possess strong verbal and written communication skills.
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VI. PHYSICAL REQUIREMENTS
Describe any physical requirements for this position:

VII. ENVIRONMENTAL CONDITIONS
Describe any adverse conditions (e.g. hazards, heat, light, cold, noise, fumes, dust, etc.):

VIII. SUPERVISION RECEIVED AND EXERCISED (Attach separate sheet if necessary)

Superintendent
Supervisor Title: _________________________________

Section: ______________________________________

Supervises the following unit or positions (position numbers and titles):

10409, Private Secretary; 600019 and 602499, OFO Executive Assistants;
804000, Student Transportation Services Administrator; 9474, School Food Program Administrator;
17048, Public Works Administrator; 17064, Engineering Program Administrator;
60003, Auxiliary Services Director; 60007, Safety/Security Director; and 603742, Facilities Innovation Officer.

IX. EMPLOYEE CERTIFICATION
I have reviewed the duties and responsibilities assigned to this position.
Employee Signature: ____________________________________________________________

Date: _____________________
MM/DD/YYYY

X. SUPERVISOR CERTIFICATION
I certify that the above is a complete and accurate description of the duties and responsibilities of this position.
Supervisor Signature: ___________________________________________________________

Date: ______________________
MM/DD/YYYY

Complex Area Superintendent/
Assistant Superintendent/
Superintendent Signature: ________________________________________________________

Date: ______________________
MM/DD/YYYY

XI. ORGANIZATION CHART (Attach the most recent official organization chart that shows this position. This does not apply
to school level positions.)
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