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2025 Annual Report of Program Data 
Administrative Services 

1. Program or Unit Mission 

The mission of the administrative services unit is to serve as a support unit to help the college run 
efficiently by planning, coordinating, and directing a range of services. 

2. Program Student Learning Outcomes or Unit/Service 
Outcomes 

Administrative Services will strive to maintain its current standards of operation and focus on 
seeking corrective actions for any concerns that are below established limits for each Administrative 
Outcome (AO) below.  Due to the change in survey and focus for the department, no comparative 
data is available from prior years for some areas. 

All ratings were determined using responses of agree and strongly agree combined to determine a 
positive rating and disagree and strongly disagree to determine a negative rating. 

AO 1: The Campus is comfortable reaching out to the Administrative Services Unit and is provided 
with general support that supports the mission of the college with courtesy and respect.  Minimum 
positive rating of 70% of respondents. 

Office Rating Standard Met 

Business Office 64% No 

Human Resources 52% No 

Operations & Maintenance 80% Yes 

Campus Public Safety 86% Yes 

Information Technology 77% Yes 

VCAS Office 76% Yes 

AO 2: Administrative Services Units will provide communications that are thorough, clear, timely 
and accurate.  Minimum positive rating of 70% of respondents. 
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Office Rating Standard Met 
Business Office 62% No 
Human Resources 48% No 
Operations & Maintenance 72% Yes 
Campus Public Safety 77% Yes 
Information Technology 77% Yes 
VCAS Office 74% Yes 

AO 3: Administrative Services Units will foster a collaborative work environment that values input 
from constituents.  Minimum positive rating of 70% of respondents. 

Office Rating Standard Met 
Business Office 54% No 
Human Resources 44% No 
Operations & Maintenance 70% Yes 
Campus Public Safety 78% Yes 
Information Technology 70% Yes 
VCAS Office 70% Yes 

AO 4:  The campus has an overall satisfaction with the services provided by the Administrative 
Services Units.  Minimum positive rating of 70% of respondents. 

Office Rating Standard Met 
Business Office 63% No 
Human Resources 47% No 
Operations & Maintenance 80% Yes 
Campus Public Safety 87% Yes 
Information Technology 81% Yes 
VCAS Office 77% Yes 

AO 5: Prepare the campus for a variety of emergency situations.  A minimum of 70% of 
respondents agree or strongly agree that they feel prepared. 

Rating 2024 2025 Standard Met 2025 

Agree/ Strongly Agree 74% 60% No 

AO 6: Provide campus with Annual Security Report and increase awareness of where to find KCC’s 
Annual Security Report.  A minimum of 70% of respondents agree or strongly agree that they feel 
prepared. 
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Rating 2024 2025 Standard Met 2025 

Agree/ Strongly Agree 64% 41% No 

AO 7: Provide physical facilities to support an effective learning and work environment that 
supports the mission of the College. Minimum positive rating of 70% of respondents. 

Rating 2024 2025 Standard Met 2025 

Agree/ Strongly Agree 81% 75% Yes 

AO8: The Vice Chancellor for Administrative Services Office will foster transparency and strong 
communication in decisions that affect the campus.  Minimum positive rating of 70% of 
respondents. 

Rating 2024 2025 Standard Met 2025 

Agree/ Strongly Agree N/A 58% No 

3. Analysis of the Program/Unit   
Metrics for Administrative Services are located on the Office of the Vice-President of Community 
Colleges website: https://uhcc.hawaii.edu/ovpcc/administrative-affairs/budget-planning-and-
finance.php under the comparable measures link. 

Between 2024 and 2025, the Human Resources Office experienced several shifts in workload and 
performance indicators. New appointments increased from 72 in 2024 to 90 in 2025, while HireNet 
postings rose from 26 to 36. NeoGov postings, however, declined sharply after reaching 30 in 2024. 
Student employee headcount decreased slightly from 91 to 84, and student employee transactions 
dropped from 345 to 318. 

Evaluation completion rates remained strong for EMs and faculty at 100% in both years. APT on-
time evaluation completions continued to improve, increasing from 63% in 2024 to 79% in 2025. 
Civil Service evaluations, which had remained low in prior years, rose from 15% to 35%, marking 
significant progress though still leaving room for improvement. 

O&M work orders decreased from 385 in 2024 to 320 in 2025. Staffing levels remained a 
challenge: Janitor and Grounds FTEs stayed at reduced levels (8 and 3, respectively), while 
Building Maintenance increased from 2 to 3 FTEs, strengthening that area. Public Safety staffing 
improved from 4 FTEs in 2024 to 6 FTEs in 2025, restoring prior capacity. 

https://uhcc.hawaii.edu/ovpcc/administrative-affairs/budget-planning-and-finance.php
https://uhcc.hawaii.edu/ovpcc/administrative-affairs/budget-planning-and-finance.php
https://uhcc.hawaii.edu/ovpcc/administrative-affairs/budget-planning-and-finance.php
https://uhcc.hawaii.edu/ovpcc/administrative-affairs/budget-planning-and-finance.php
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In the Business Office, the average number of workdays to issue a UH purchase order improved 
from 3.52 days in 2024 to 2.87 days in 2025, reflecting increased efficiency following targeted 
efforts to streamline processes. 

Results of the 2025 Administrative Services Campus Survey are below.  The survey for 2025 was 
updated to address some of the specific areas of concern, and therefore, comparable data is not 
available for this year.  In our analysis of the ratings, we considered the Agree and Strongly Agree 
as positive ratings and the goal is to have the combined score of these two ratings be 70% or higher 
for each item. 



  6 

4. Action Plan   
In 2025, Administrative Service experienced a leadership change, which resulted in a shift of priorities and 
goals for the unit.   The unit spent a substantial portion of the year getting the new Vice Chancellor 
transitioned into the position.  Additionally, two of the unit manager positions, Facilities Manager and Safety 
& Security Manager, positions were vacant for a large majority of the year. 

After review and discussion of AO’s and 2025 Administrative Survey results, it was agreed that the 
following will be initial action items for improvement of services to the campus: 

1. Units within Administrative Services will develop or update their office webpage(s) in spring 2026 
to better communicate information and provide resources to the campus community. These pages 
will also contain a link to FAQs.   

2. Administrative Services will develop a quarterly newsletter that will proactively provide the campus 
with updates and training that are critical to the campus. 
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3. Units within Administrative Services will be focusing on the development and documentation of key 
processes that will allow the campus to be more knowledgeable on the tasks.   This will in turn allow 
the campus to operate more efficiently. 

4. In relation to the security of the campus, Campus Security will work to implement measures that will 
strengthen the security of the campus. 

5. Administrative Services will work collaboratively across the campus to ensure that our campus is 
better prepared to respond to emergency situations and able to provide a safe environment for all. 

We believe that focusing on these areas will help the unit reach its set benchmarks for the Administrative 
Outcomes listed above. 

5. Resource Implications   
Operational Requests 
Campus Safety is requesting that surveillance cameras across the campus be upgraded, along with 
updates to the monitoring equipment in their operational space. 

Campus Safety is also requesting additional campus space, as the current area is inadequate when 
the department is fully staffed. 

Administrative Services is requesting funding to re-key all campus doors. During our review, we 
identified numerous unaccounted-for master keys, which poses a significant security risk to the 
campus. 

In addition to re-keying all campus doors, we are requesting funding to explore alternative 
electronic door access solutions. Many existing electronic readers are failing, and the campus 
receives virtually no support from the current system provider. This lack of support makes issue 
resolution difficult and leaves the campus reliant on a vendor that no longer has an obligation to 
address system failures. 

VCAS/O&M is requesting a dedicated budget allocation for the procurement of preventive 
maintenance agreements for critical systems, including but not limited to HVAC, electrical, and 
plumbing systems. The aging building infrastructure presents a substantial risk to campus 
operations, and funding for full system replacement is a lengthy and complex process. 

O&M is requesting funding for the replacement of critical equipment (including mowers, Skag 
units, Bobcats, forklifts, etc.) over the next two fiscal years. This equipment is essential to 
maintaining the expansive campus and has exceeded its useful life. 

The Business Office is requesting funding for new furniture and cubicle spaces for new hires to the 
department.  There are currently two positions vacant which are expected to be filled in the next 
fiscal year. 
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Position Request 
Information Technology is requesting an IT Procurement Specialist to assist the campus with 
centralizing technology procurements. 

O&M is requesting an Assistant Facilities Manager to better support the campus.  The addition of 
this position would enable O&M to ensure there is better coverage during evenings and weekends 
for troubleshooting and emergencies.  This position has been approved by the College Council, but 
needs a position number in order to move forward. 

☐ I am NOT requesting additional resources for my program/unit. 


