
JNrRODUcriON 

AifRD, a 100% federally funded entity, is responsible for the 

ooordination of all manpower needs, assessments, and employment pro­

grams funded under the Comprehensive Employment and Training Act 

(CETA). However, effective October l, 1983, through enabling legis­

lation, a new program, namely, the Job Training Partnership Act 

(JTPA) will replace the CE.TA program. 

To effectively operate, Administration -- which consists of ·the 

Director and the Deputy Director -- recognizes the need to linplenent 

a reorganization plan for the Agency. The two (2) main objectives 

of this reorgani.za·tion are as follows: 

(l) To rnaet ·the present requirements of the closeout of 

the CETA program and the linplernantation of JTPA, 

while working l'lithin the Agency budget; and 

(2) To align the organization for the requirements under 

the Job Training Partnership Act (JTPA) of 1982. 

This reorganization is designed to address· the tlvo requirements 

-- where a realign:rrBnt of the various sections and f1.mctions would 

not be altered. However, where Administration recognizes the need 

for changes, these clhlnges will only affect positions and not the 

overall section itself. Positions will either be upgraded or da-m­

graded, increased or decreased, according to workload. The mmber 

of positions in tho Agency v1ill be detennined by 1vorkload and funding 

availability. 

� -- - � ·· ·· - "" '\" " . 
Therefore, to improve t.he effectiveness and to achie\:oe better 

' 

str:mdards or higher proficiency through the allocation of A'gency 

p2rsonnel, the cnsuinq re-organization plan is herewith established. 



ORGANIZATION AND FUNcriONS 

OF THE 

AGENCY FOR HUM.I\N RESOUTICES DEVEIDPMENI' 

SECTION l 

The Agency for Human Resources Development (AHRD) shall consist 

of the Office of the Director, the Office of the Deputy Director, 

which shall be charged with the overall supervision and administration 

of the Independent Monitoring Unit (TI1U); SeDrice Delivery Area (SDA) 

which consists of Job Search and Job Developmant and-Management Infor­

mation System Branch (MIS); Fiscal Division; Methods and Results 

Division (M & R) and the Administrative Services Division. 

This organizational structure is designed to absorb the reguire­

rrents under the Job Training Partnership Act (JTPA) , with emphasis on 

the partnership between the private sector and the Govemment of Guam, 
and the need to provide administrative support to the State Job 

Training Coordinating Council (SJTCC) and the Private Industry Council 

(PIC). 

SECTION 2 

ADMINISTRNI'ION 

- Office of the Director. The Office of the Director shall be 
staffed by the Director, the Private Secretary, the Special Assistant 

to the Director, and other aclnUnistrative pers01mel as are deeired 

necessary .. 

The Alll1D Director is responsible for overseeing the :i.mplen<Cnta­

tion of comprehensive llBYlf.JO'.ver services prcqrams, especially as it 

reflects policy pluns and developrrent of CEI'A, JTPA, <md other related 

functions. He shall be responsible for the implerrentation of all 

rules and regulatio;s under the Job 'l'rah1ing Parb1ership l19t (CrrPA) . . 
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The Director shall direct, rroni.tor, evaluate, and nBke apprisal of over­

all program implementation. 'I'he Director rep01:ts directly to the Pr:irre 

Sponsor, C-overnor of Guam, and shall be the Governor' s designee respon­

sible for the effective planning and administering of all CErA and J'I'PA 

programs locally. 

This office shall direct and coordinate the operations and activi­

ties of and establish policies for the Agency. The Director is em­

p:::>Wered to appoint, reprimand, or remove any employee of the Agency. 

He shall be charged with overall rranagerrent, supervision, direction and 

control of the Agency for Human Resources Development and shall have 

general authority, responsibility, and accmmtability in the general 

operation of the whole agency. The administration of all laws and 

statutues, rules and regulations, executive orders, policies, proce­

dures and all other authority and responsibility assigned to the Agency 

shall be enforced by the Director. 

·The Director shall also be responsible for the continuing review 

of the Agency's organizational and operational structure and shall 

initiate whatever internal organizational ex�ansion or changes that are 

deemed necessary. 

Office of the Deputy Director. The Deputy Director is responsible 

for "'-Ssisting tl1e Director with the overall operations of ·the Prime 

Sponsor's programs. lie shall also serve as the pr:irr.ary staff memb=...r 
in administering activities for the Service Delivery Area (SDA) under 

the Job Training Parb'lership l',ct (J'I'Pl\) . 

The Deputy Direct.or shall be the d'lief of A&ninistration for the 

Agency. He is responsible for providing supervision of Agency personnel. 

Jn addition, he shall be responsible for the a&ninistrative ftmctions 

of the agency and shall ussurre and exercise all other powers and duties 

as· are delegated and assigned to him by the Dh-eci:or. '\ '\ 
In· the abS<'=11Ce ·of the Director,· the Deputy Director shQ;ll assume 

full responsibility of the operations of the 1\.gency. 



. .  

AHRD Organization & Functions 
Page 3 

Independent Monitoring Unit (IMU). The Independent Monitoring Uni't 
is responsible for the interr1al program m-:magerrent procedures to ensure 
against fraud and progran1 illJuse relative to ·the Comprehensive Emplo��t 
and Training Act (CETA); p eriodically In:::>nitors and reviev1s through on­
site visits and program data, all program activities and services, pro­
gram administration and management practices supported with funds under 
the Act in order to ensure compliance with the Act, the regulations and 
the terms of any Subagreem.sn:t; compiles findings and mW(eS recomre.ndations 
to the Director of the Agency (AHRD); \'/Orks independently of every divi­
sion of the Agency under ·the direct supervision of the Director. 

Effective October 1, 1983, this unit will ffi2rge with and become 
part of the Methods and Results Division. 

Administrative Services Di;:ision. This division is responsible for 
providing secretarial/clerical services to all divisions of the Agency; 
performing all clerical and docurtP_ntation activities required for parti­
cipant processing; coordinating and establishing the Agency's mail dis­
tribution and infonnation dissemination system; assisting ·the Director 
in coordinating and scheduling of staff ll\2etings and related administra­
tive activities; establishing and ma.intaining the Agency's central filing 
system; and coordinating all official travel for staff rrembers. 

Administrative Services Division shall be responsible for developing 
administering, cmd managjng ·the persormel records, activities, and trans­
action of all personml in tl1cl Agency. 'rhis division shall also provide 
·technical interpretations, advice, counsel and assistance on policies 
and procedures of personnel rules <md regula·tions. 

In addition, it shall provide ]YJHcies ru1d procedures for otl1er 
supr..ort se:cvices such as procuremerrt and requisi·tioning, inventmying, 
storekeeping se:cvices and man)XJ.ver utilization. The solicitation of 
bids for Agency services requirments, maintaining records of all 

_ suppllcS �;d equip;ll2l1t tranSc\�l:ions; o�gilllizjng ru1d coord:ffi�t�1g all 
' 

pre·;entive rraintenance procedures for all nnchines, eql.lipreht, furni-
tures and fihtures; establishing pc>licies on t.he L:;suano:; of materials, 
supplies and equi.prrent shall be h2mdkd by this division. 
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Administrative Services shall also provide rressenger services for 

the Agency and shall perfo:o:n other adminis·trative tasks as directed. 

Equal Employrrent Opportunity (EEO). This office shall perform 

EEO/AA activities such as developing complaint procedures and process­

ing corrplaints; developing Affirmative Action Plan and ensure canpli­

ance; developing rronitoring instruiTP...nts; ensuring non-discrimination 

and equal employment opportUi'li ty for participants, staff and appli­

cants under CErA/JTPA in all aspects of its operations, and in all 

areas of its employment practices; assure that there is no discrimina­

tion in the recruitment, ·testing, selection and hiring processes on 

the grounds of race, creed, color, handicap, national origin, sex, 

age, marital sta·tus, political affiliation or beliefs except as are 

required by the eligibility requirements of each CErA/JTPA titles. 

SECl'IQ\l 3 

SERVICE DELTVT�RY AREA (SDA) 

Service Deli very Area Division. This division is responsible for 

providing outreach and intake services to applicants and all direct 

services to participants. �1anaging the training programs to include 

follow-up of participants status and provi(1e counsellb1g to a1sure 

successful corrpletion of program activities and to gain tmsLlbsidized 

employment. Developing and nnnitoring all participants and contracts; 

performing 30-day reviews of participants' eligibility for continued 

participation in the CErA/JTPA programs; follm.ring-up on job plaoen1211ts 

and retention. Researchli1g and developing corrective action plans for 

deviation in e.-'l:cess of + 15"o on quarterly reports to satisfy Federal 

requirements; developing <'mel iBsuing rronthly reports of particip;_mts 

status and contractor perform'llKB cU1d activities. Developli1g jobs to 

natch participants desire ;_md qualifications- on ·their Empl�"!fent 

Developm81t Plan. Provide labor m':lrket orientations to part;_i'Cipcmts 

tD 81bance their entrance into w1subsidized emploYJY>?nt. 
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A. Job Search & Job Developrrent. This brcmch is responsible for 
assisting partic:pants in obtaining unsubsidized employrrent through 
employiTEnt counselling and orientations. The duties consist of .inter­
vie;ving applicants to fouUL\late an employment developrrent plan to pro­
perly enroll them in employment/training activities according to their 
education, experience, and desire. Intervis-w and evaluate the progress 
of participants m1d updating ·�1eir 01ployment develoPITEnt plan every 
60 days ·to de·termine if they should continue with their training or 
be transitioned into unsubsidized emplo:,�rent. Provide labor market 
orientations to pa.rticipants to include job applications and/or resume 
preparations. Research and obta:i11 training film on job search and job 
interview ·techniques. Conduct an islm1dwide solicitation of all 
public and private sectors to develop jobs with prospective employers 
for direct placement or on-the-job training. Establish linkage with 
Governrrent of Guam ag6'lcies m1d military activities to obtain listing 
of job openings. In addit:i.on, this branch is responsible for :i.mple­
nerrt:i.ng program aetivities, ni3!!12ly, Work Experience (WE), Classroom 
Training (CT), and On-the-Job Training (OJT). Activities include 
follow--up of developnent m1d assigmrent of txain.llrg or wcrksites for 
participants, follow-up of participant status, and provision of 
counselling to ensure successful completion of program activi-ties to 
gain unsubsidized employment. Monitors all participants performance 
and pmjects according to the contracts and prepares reports on findings. 

· '.!'his branch is also rGsponsjble for the intial el:i.g:ib:Lli ty deter­
mination of all applicm-rts referred by Guam Employl!'ent Se:t."Vice, Depart.­
momt of Labor. 'lhe funct-.ions involve the process:i.ng/h1tervie\ving of 
appJ.ieants and asses;;rrcnts of infOJ:nat:i.on/da·ta provided to detemli.ne 
eligibility prj or: to e�rroll!r12nl.. ;;md to decide whether CETA/J'l'PA can 
offer the appliccmt tJmse services or activities which \·Jill enable 
the applicant to obtain Ullsubsid.izod employrrent and increase eUJ."J1c'Cl 

. inccrre. _ In:i.t:i.ato 45-day update/r.evielv on the original app4mt.ions 
if there is qrcater t:hun a 45-dC�y pericd bc�tween L'1e tinl2 '2lf

' 
,applicution 

' 

and rnrollrlent. Maintain statistical information on all applicants 

sic,."'lificant seqnxent :.;uch as Age, Sex, Education, Head of Household, 
Race/Ethnic Group, etc. Establish and maintain applicant pool on those 
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individuals rreeting the eligibility requirements. Provide listings of 

eligible applicants to MIS for enrolbnent. Perform o�1er related tasks 

as directed. 

B. Managerrent Information System Branch (r1IS)_. This branch is 

responsible for �e enrolDTI2nt and termination processings of all CETA/ 

JTPA participants to rreet the planned program objectives as indicated 

in �e Program Planning S1.Jll11TEtry (PPS) . This branch is also responsible 

for rraintaining all participant data, performing reviews and verifica­

tion of eligibility and developing and preparing montly managerrent re­

ports. Duties include developing and maintaining systems to retain 

participant and applicant information; tracking participation for all 

participants; performing 30-day reviev1s of eligibility; following up 

on job placerrents and retention; developing and issuing management re­

ports of performance by title, by program operator, by counsellor and 

job developer; developing and issu:ing enrollnl211t and termination re­

ports; reporting on :L-esults of 30-day revie1.,rs; performing work pro­

cessing duties; performing related tasks as directed. 

SEcriON 4 

FISG\L DIVISION 

This division is responsible for financial JnanarJen\el1t of all CJ','J'A 

and J'l'PA grant funds. Functions include developjng and maintaining 
sysi:ems to plan, account for, and report on expenditures of program 

fw1ds; nnnitoring financial performance of all program opm�at.ors; 
maintaining and controlljng of all t:irre and attendance records of AimD 
staff and program participants; developing and modif-ying administrative - - .. -

" -

cost pool subpart of � CEl'P and J'rPA prcxJl:arrLs; assisting'divisions in . . 

ilie developm211t of BIS informJ.tion; preparing all AHI<D finartcial reports; 
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researching and developing corrective actions for deviations in excess 

of :I:. 15% on quarterly reports to satisfy Federal requirements; develop­

ing budgets; resolving audit exceptions; conducting pre-audits of con­

tractors expenditures; issuing payrret-rts to contractors and participants; 

developing and managing financial repoL-ting systen� for program or�i1tors; 

developing and issuing rronthly reports of all program activity divisions; 

reviewing planned vs actual ex penditures by ·title (cost category and pro­

gram activity) and contractor; coordinating with other divisions on 

internal program exp211ditures; and performing related tasks as directed. 

SECUON 5 

ME:l'I-IODS AND RESULTS DIVISION (H & R) 

This division is responsjble for strategic planning, design and 

develop:n211t of prograJPs to arreliorate tmernployment and undere.roployment 

conditions and related problen� for economically disadvantaged persons 

within the Terri·tcry of Guam. It is responsible for identifying and 

providing linki1ge with organizations and information sources which 

impact on the operations of CETA/JTPA administration and field opera­

tions. It is responsiJ)le for coordinating, integrating, and dissemi­

nating information relative to regulatory and policy Inc>ndates required 

by tJ1e U.S. Department of Labor, other Federal and local statutory 

provisions. 

Specific work ele!l12Ilts include: 

l. Develo]JITP.xrt of envloyment tr<1ining, and job developnEnt 

programs, goals, objectives, tasks cmd strategies; 

2. Collect, rcvici·J and nnalyze infonmtion rela·too to the 

labor market and econornic conditions, job opportunities, 

and demand occupations; 
'\ 

3. i\ssist: in tl1c develo;:nen t of geneJ:al policies as they 
' 
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relate to the administration of the division and the 

delivery system; 

4. Identification of population significant segm2nts 

through demograptLic m1d geographic enalysis end their 

needs for employmen·t end training services; 

5. Development of program designs for new sources of 

funds; 

6. Identify and formulate otl1er non-CETA/JTPA.resources 

that would benefit ·the Te=i·tory' s comprehensive 

delivery system; 

7. Develop lin.R:.age with outside agencies for purpose of 

improving and facilitating services to participents; 

8. Coordinate legislation enalysis; identify potential 

impact on CETA/JTPA delivery system; provide recom­

rrendations for changes relating to the division end 

the overall service delivery system; 

· 9. Provide training for Prime Sponsor staff; provide 

training for CETA/JTPA contract.or staff; and then 

provide technical assistance to CErA/JTPA contractors; 

the State Job Training Coordinating Council and the 

Private Industry Cow1cil; and 

10. Conduct a continuous evaluation of CErA and JTPA 

programs to measure effectiveness and provide 

recarm211dations for hprovement. 

Spacial projects evolving from tl1e above work elerrents include 

developnr..nt of annual Comprehensive Emp.loynent and Training Plan, 

consisting of a !�aster and Annu01l Pliln; devclotxrent of Requests for 

Proposals for specific CE:I'A/JTPA programs; developrrent and nninte­
nenoe of JV'emoranda of Understanding and financial ag.reerrents \vith 

other· ernploynent and training agencies; develop and mainta4;J Prime 
Sponsoi subsjrunt, subrecipienl-: u.greenents and subcontracti', .including 

' 

eny m:xhfications tl1at nny be required then-,to; exchange of :i.nfo=-

tion with related agcmcics and agency divisions; the preparation and 
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processing of dOCUlnants for the review of tha PrinE Sponsor; the Pri­

vate Indush-y Cmmcil, and the State Job Training Coordinating Council, 

and the U.S. Department of Lemar; develop and research labor market 

data for distribution and use by other divisions; conducting feasibi­

lity studies; developing and monitoring non-financial agreements with 

the local Deparbnent of Labor, educational agencies and institutions, 

and other agencies providing related client services; providing train­

ing for Pr:i.rre Sponsor staff and Pr:i.rre Sponsor CEI'A/JTPA subgrant/sub­

recipierrt staff; providing technical assistance to CEI'A/JTPA sub­

contractors. 

Other functions include performing clearinghouse and other adminis­

trative and technical activities for ·the director; serving .. as staff 

support to the manpower services; State Job Training Coordinating 

and Private Indusb:y Councils; pa--rfonn.ing EED/1\A activities such as 

developing Affirmative Action Plac< and ensure caupliance, developing 

monitoring instruments and perform other EEO related activities; 

=rdinating the exchange of information both in-house and outside 

the Agenc-.)T, including public releases and other PIO related D..mctions. 

Effective October 1, 1983, M & R will absorb IMU and EEO func-

tions and activities. 
,.... 

�,-�/!)/_·_ JDHN" s. TAI'rANO PA!illb DIREcroR 

'\\ 



The Govemor, 
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I would be more than happy to respond to any questions or comments you 

'----ma--,�Mn (jf: � 'ion 

HN S. TAITANO 

Attachments 
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1\t;Ef\JCY 1"0!{ IJUt·U\N HJ•;!:iUUHCJ·�S LJJ::VELUJ.>Mt::l-.1'1' 

ORGl\NIZATIONAL mAAr 

JOB Tf'.J\INING PARTNERSHIP 7\cr (JTPJ\) 

[ J ' 

PRH1E SPONSOR 

Governor 

- -� 

·---...-· 
DIREOOR STATE JOB TF ·I :"�� -- -· - ·--------- CCORDINll..TI!\\; C 

l\.INING 

:CV!:'lCIL 

JOHN S. TAITAl\lQ (=c) 

SPECIAL ASSIST, 
TO THE 

OIREOOR 

-·- PRIVATE SOCREI'ARY 

[INDUS���CIL 
DEPUTY OIREOOR 

- SERVICE DELIVERY 1\RFA 

IP_I....:C.;.) ----' FRi'\NCISCo- SAN !nCOLAS 

r --

__ _J 
SERVICE 

DELIVERY ARF.A 
(SDA) Gen 

Su 
Jl.co 
/\ceo 

ISCAL DIVISION 

ral Accounting 
:o!rvisor (l) 
1ntant II { 1) 
Jnting Tech. II (2 

Hanagerrent 1\nal yst IV I I Pay ,n Clerk II 11) 
(1) 

------

------�-�=--::=1 ----� 
MANAGEZ.:IENT INFOR1ATION 

SYSTE!-1 

Statistical Clerk (1) 
I1anagement Analyst I 

(1) 
card Punch Operator I 

11) 

JOB SEARCH liND 
JOB DEVELOP1lENT 

Employment Developrrent 
Vbrker I (2) 

Employment Development 
�\Torker II { 4) 

Emplo��nt Development 
t'hrker III ( 2) 

� ------------
---

f1JID-!ODS AND RESULTS 
DIVISICThl 

Planner IV (1) 
Planner III (2) 
Proqrarn Coordinator 

II (1) 
Equal :Er.ployrrent 

Opportunity Officer 
Federal Proqram 

Examiner II ( 3) 

�� --------

AD.'>1INISTRATIVE 
SERVICES DIVISION 

Administrative Asst. 
Clerk Typist III (2) 
Clerk Typist II (l) 
Storekeeper II (1) 
Surplus Property 

Technician (l) 

(l 

I'Dl'E: Positions \ilill b2 determined by 
tiiOrkload and funding availability. 
Basic orqanization and ftmctions 
will rem3in the same. 

* Effective O:::tob2r 1, 1983, HITJ will 


