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Application for Grants 
 

If any item is not applicable to the request, the applicant should enter “not applicable”.  
 

I. Certification – Please attach immediately after cover page 
 
1. Certificate of Good Standing (If the Applicant is an Organization) 

 
If the applicant is an organization, the applicant shall submit one (1) copy of a certificate 
of good standing from the Director of Commerce and Consumer Affairs that is dated no 
earlier than December 1, 2022. 
 
See attached. 
 
2. Declaration Statement 

 
The applicant shall submit a declaration statement affirming its compliance with Section 
42F-103, Hawaii Revised Statutes.  
 
See attached. 

 
3. Public Purpose 

 
The applicant shall specify whether the grant will be used for a public purpose pursuant 
to Section 42F-102, Hawaii Revised Statutes.  

 
Volunteer Legal hereby requests this grant of $300,000 to be used for a public 

purpose pursuant to Section 42F-102, Hawaii Revised Statutes, to support among other 
things, civil legal services for the low and moderate income residents of Hawaii. 

 
II. Background and Summary 
 
This section shall clearly and concisely summarize and highlight the contents of the 
request in such a way as to provide the State Legislature with a broad understanding of 
the request. Please include the following: 

 
1. A brief description of the applicant's background; 

 
Volunteer Legal Services Hawaii (“Volunteer Legal”) is a 501(c)(3) non-profit 

legal services organization located in downtown Honolulu providing statewide civil legal 

services to Hawaii's low-and moderate income residents.  Volunteer Legal’s mission has 

been and is to increase legal access to justice for those who cannot afford it through its 

pro bono program.  Now in its 42nd year, Volunteer Legal has remained an important 
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thread in Hawaii's safety net of services for our kupuna, keiki, veterans, and for those 

facing life changing legal problems. 

Volunteer Legal provides services to Hawaii residents in the following areas of 

law: family (divorce, child custody/visitation, child support, minor guardianship, and 

adoption), landlord-tenant, collections, Chapter 7 bankruptcy, estate planning, adult 

guardianship, license reinstatement, and veteran benefits.  In 2022, Volunteer Legal 

conducted close to three thousand intakes and provided legal services ranging from 

advice and consult meetings to full representation at court. Several hundred individuals 

also received legal check-ups and legal education at outreach events.  

Volunteer Legal is able to provide quality legal services through the generous 

donation of volunteer and pro bono services of attorneys across the state. Volunteer 

Legal has over 200 active volunteer attorneys who have generously donated over 2,288 

hours in person, over the phone consults, and online. These services were valued at 

over $800,0001 in 2022. 

 
2. The goals and objectives related to the request; 

 
Volunteer Legal will continue to increase access to Hawaii’s justice system, 

especially for the low and moderate income community of Hawaii.  Going forward for 

2023, Volunteer Legal’s goals and objectives, include but are not limited to: 

A. Reducing the average wait time for participants to receive direct 

services from three (3) weeks to two (2) weeks with the additional 

intake staff; 

B. Re-establishing services to underserved and rural communities 

especially on neighbor islands through a series of Pop-Up Legal 

Clinics2: four (4) on Oahu, two (2) in Hawaii County, one (1) in Maui 

County, and one (1) in Kauai;  

 
1 Based on an average Hawaii licensed attorneys’ hourly rate of $350 per hour. 
 
2 Due to Covid safety concerns, all in-person legal clinics were suspended since 2020. Services, however, 
were moved online. When safely able to do so, Volunteer Legal intends to resume in-person legal clinics 
and continue to bring clinics to underserved communities.  
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C. Continuing the expansion of online technology including, but not limited 

to the Hawaii Online Pro Bono Portal, as an added tool for pro bono 

based services for both volunteer attorneys and rural residents; 

D. Continue the expansion of the Re-Employment and Community 

Service (“RACS”) to neighbor islands (currently only in Oahu);  

E. Enhance and increase limited scope assistance to self-represented 

litigants through the addition of a full-time Program Director overseeing 

a more robust service delivery model; and  

F. Improve coordination of client-focused service delivery models 

between Volunteer Legal and Legal Aid Society of Hawaii (“Legal Aid”) 

for Hawaii residents who require support. 

 
3. The public purpose and need to be served; 

 
Although many regard Hawaii as a beautiful and desired place to live, in reality it 

is one of the most difficult places in the nation to live and survive, particularly among 

working-class residents. Low wages and high living costs make it difficult to “get by” in 

Hawaii.  Many Hawaii residents work more than one job, live in a multigenerational 

house, and are on government assistance.   

These residents face many of the same civil legal challenges as others including 

the need for estate planning, divorces, guardianships for disabled adults, and 

bankruptcies. Many of these individuals, however, lack the resources to hire attorneys 

to assist. Without this necessary assistance, unexpected events can balloon into 

personal and financial disruptions that push working-class families further behind.  

 In 2022, approximately 62% of those serviced by Volunteer Legal had incomes 

below 125% of the federal poverty guidelines and 34% of those serviced by Volunteer 

Legal had incomes between 126% and 250% of the federal poverty guidelines.  For 

2022, this meant a household of four must have had an annual gross income at or 

below $79,800 gross per year in order to qualify for services.  Unfortunately, this 

amount barely covers the cost of food and housing for a family in Hawaii. While most of 

those qualified for services had some form of income, Volunteer Legal found that many 

participants were asset poor, meaning that they have limited assets that can be 
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liquidated to finance litigation.  In addition, 21% of Volunteer Legal’s clients indicated 

he/she is a victim of domestic violence and 19% are homeless and/or not in permanent 

housing.   

In 2022, Volunteer Legal qualified over 924 individuals for services; each 

receiving legal advice and consult, brief services, and/or full representation.  Over an 

additional thousand callers were contacted and properly referred to other agencies to 

address issues beyond Volunteer Legal’s expertise and capacity. Volunteer Legal’s 

clients needed assistance in family law (55%), estate planning (4%), bankruptcy (5%), 

district court related matters3 (16%), veteran benefits (1%), and license reinstatement 

(16%). The remaining matters (3%) included, but not limited to, cases that involved the 

Intermediate Court of Appeals and Supreme Court.  

 
4. Describe the target population to be served; and 

 
Volunteer Legal strives to provide legal services for the low and moderate 

income community of Hawaii.  This population includes, but is not limited to, the 

homeless, individuals in transitional homes/shelters, persons with limited English 

proficiency, single parents, the elderly, and veterans.  

Volunteer Legal provides the residents of Hawaii a much-needed resource for 

legal assistance and fills existing service gaps.  In 2022, 11% of Volunteer Legal’s 

clients were referred by Legal Aid, the only other civil legal service provider dedicated to 

providing legal services to the low income population. Because Volunteer Legal can 

accept clients who earn too much income to qualify for Legal Aid’s services (but not 

enough to hire a private attorney), Volunteer Legal can sometimes serve the “gap 

group” of working class residents. In other cases, individuals may call Volunteer Legal 

to assist with services that Legal Aid does not provide (i.e. Estate Planning, Bankruptcy, 

Veteran Benefits).  But for Volunteer Legal, many individuals would be left without 

access to the legal system.  

Another popular service is Volunteer Legal’s RACS program, which assists 

clients in reinstating drivers licenses through community service in lieu of payment of 

 
3  District Court related matters include but are not limited to: landlord-tenant, collections, torts, and contract/ 
warranties matters.  
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fines.  This program has been so successful and well-known simply from the word of 

mouth of previous clients.  Some notable cases include:  

 

•  Client appeared in-person at his RACS hearing and was accompanied by 

a VLSH volunteer attorney via Zoom to address 22 traffic cases.  With 

$2,170 owed to the court in traffic fines, he had an estimated fine 

conversion of 155 hours in Community Service and $1,111 in possible 

court fees going into the hearing. With the help of the volunteer attorney, 

all tickets were successfully converted into approximately 155 hours of 

Community Service and all court fees were waived.  

 
•  Client appeared via Zoom at her RACS hearing and was accompanied by 

a VLSH volunteer attorney to address 17 traffic cases.  With $3,863 owed 

to the court in traffic fines, she had an estimated fine conversion of 265 

hours in Community Service and $1,120 in possible court fees going into 

the hearing. With the help of the volunteer attorney, all tickets were 

successfully converted into approximately 265 hours of Community 

Service and all court fees were waived.  

  
•  Client appeared via Zoom at his RACS hearing and was accompanied by 

a VLSH volunteer attorney to address 18 traffic cases.  With $2,115 owed 

to the court in traffic fines, he had an estimated fine conversion of 153 

hours in Community Service and $1,522 in possible court fees going into 

the hearing. With the help of the volunteer attorney, all his tickets were 

successfully converted into 153 hours of Community Service and all court 

fees were waived.  

 
• Client appeared via Zoom at her RACS Hearing and was accompanied by 

a VLSH volunteer attorney to address 19 traffic cases.  With $2,660 owed 

to the court in traffic fines, she had an estimated fine conversion of 187 

hours in Community Service and $1,159 in possible court fees going into 

the hearing. With the help of the volunteer attorney, client’s tickets were 
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successfully converted into approximately 187 hours of Community 

Service and all court fees were waived.  

 
• Client appeared via Zoom at his RACS hearing and was accompanied by 

a VLSH volunteer attorney to address 7 traffic cases.  With $920 owed to 

the court in traffic fines, he had an estimated fine conversion of 68 hours 

in Community Service and $731 in possible court fees going into the 

hearing. With the help of the volunteer attorney, client’s tickets were 

successfully converted into approximately 68 hours of Community Service 

and all court fees were waived. 

 
 Without Volunteer Legal, these individuals and many more would not be able to 

get their license back and drive to work and carry out family duties that requires 

operating a vehicle.  

 
5. Describe the geographic coverage. 

 
Volunteer Legal currently provides civil legal services to residents of Hawaii - 

statewide.  While Volunteer Legal’s office is located in Honolulu, Volunteer Legal 

provides legal assistance to neighbor island residents by way of “virtual” clinics via the 

telephone and live “Pop-Up Clinics”.  Volunteer Legal intends to bring Pop-Up Clinics 

throughout the neighbor islands in the next year. Volunteer Legal held is first Pop-Up 

clinic, since the pandemic, in October 2022 at the FilCom Center in Waipahu. 

 
III. Service Summary and Outcomes 

 
The Service Summary shall include a detailed discussion of the applicant’s approach to 
the request. The applicant shall clearly and concisely specify the results, outcomes, and 
measures of effectiveness from this request. The applicant shall: 

 
1. Describe the scope of work, tasks and responsibilities; 
 

Funds will support the following activities aimed at increasing access to legal 

services to underserved populations within the State of Hawaii: 
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A. Outreach and Legal Check-Ups 
 Often, individuals come to Volunteer Legal months or even years after 

a major event triggering an unfavorable outcome or judgment has 

occurred.  Outreach allows Volunteer Legal staff and its volunteers to 

provide the community with initial access to the legal system through legal 

information and identify legal issues via a legal “check-up”.  Just as our 

doctors go through a check-up regarding our health, Volunteer Legal goes 

through a “check-up” for any outstanding legal issues.  The outreach and 

legal check-up are intended to mitigate civil legal problems to enable an 

individual to address legal issues early on and ideally, manage the 

situation before it gets really difficult.  Some of the most popular topics 

Volunteer Legal educates the community on, are landlord-tenant, 

collections, and family law issues.   

 Funding will also enable VLSH to expand outreach and legal check-

ups outside of Oahu, including the neighboring islands of Maui, Kauai, and 

Hawaii with targeted activities tailored to the unique needs of each 

County. 

B. Intake and Screening 
 In 2022, Volunteer Legal qualified approximately 924 individuals for 

services based on legal matter and income eligibility; 339 of these clients 

received further brief and full representation services past the advice and 

counsel clinic stage. Volunteer Legal also delivered services, pro se 

assistance and referrals to pro bono attorneys for full representation, with 

over another hundred individuals receiving information through legal 

education.   Those who do not qualify for Volunteer Legal services are 

provided referrals to other appropriate agencies or the Hawaii State Bar 

Lawyer Referral Service.  During intake, staff collect information and 

identify the legal issue the applicant is experiencing including asking 

pertinent case questions and for related documents to his/her case.  A full 

intake can take up to an hour, depending on the complexity of the case.  
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 The intake is then sent over to the intake supervisor for further 

screening and review. The intake supervisor will make sure all case 

questions are completed, check for any outstanding deadlines, and follow 

up for any additional information and/or documents necessary to 

determine the type and level of service needed by the applicant.  Once 

this secondary screening is completed the applicant is then scheduled for 

a legal advice clinic or pro se legal services and matched with a volunteer 

attorney practicing in that area of law.  

 At present, we have three full time and one part time staff member 

answering and returning calls.  Volunteer Legal receives an average of 

thirty (30) calls a day, with many requiring the full intake process to be 

completed.  The average time for a call to be returned on the intake line is 

between two to three business days. Funding will allow for an additional 

intake staff to be hired and trained to increase response time for those 

seeking services, including picking up live calls and a twenty-four (24) 

hour turnaround time.  

C. Referrals to Pro Bono Attorneys 
 Once an individual completes an intake with and reviewed by 

Volunteer Legal, the individual will move onto the next step in the 

Volunteer Legal Pro Bono Program.  The following services are provided 

for the most part by pro bono attorneys:  

i. Neighborhood Advice and Counsel Clinics (“Clinic”) 
 After intake and screening, clients are scheduled for 

individualized legal consultations with volunteer attorneys either in 

person or by phone for approximately forty-five minutes to an hour. 

Although Covid safety concerns have created barriers to in-person 

services, Volunteer Legal has continued to provide clinic services 

on the phone or virtually. Volunteer attorneys are carefully matched 

with clients who are experiencing a legal issue within their area of 

practice, and are provided the client’s intake information, including 

a synopsis of the legal issue and copies of any pertinent 
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documents.  This advance gathering of information allows for the 

volunteer attorney to spend much of their clinic time providing 

actual legal assessment and advice.  Clinic participants can ask 

questions and receive advice on legal and in some cases non-legal 

avenues to resolving their situation. 

 If after the clinic the volunteer attorney determines that the client 

requires further services, the client may be referred for full 

representation placement services, brief services, a pro se 

workshop, or a follow-up legal advice session. 

In 2022, Volunteer Legal held over 220 legal clinics for 

individuals in the areas of family law, collections, tenant law, 

bankruptcy, estate planning, wills and trusts, veterans benefits, and 

bench warrant recalls via phone “virtual clinics” for Oahu and 

neighbor island clients.  Volunteer Legal and its volunteer attorneys 

regularly receive “very satisfied” remarks and comments such as 

the following:  

• “Thank you for a friendly clinic. Everyone was so helpful.” 

• “Thank you for helping me understand.” 

•  “We were happy that the attorney helped us with all of our 

questions.” 

• “The Attorney provided me with additional information that will help 

me with my case. I am very grateful.” 

• “Thank you for excellent services.” 

• “The Attorney helped me today a lot … all my worries all gone 

because she helped me. My attorney she is very good attorney. She 

discussed with me the paperwork for Guardianship, and now I 

understand what this is all about.” 

• “Very satisfied with the help I received.”  
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 At present, the wait time to see an attorney is an average of two 

(2) weeks.  Additional staff would increase capacity to process 

applicants in a timely manner, thereby shortening the wait time. 

ii. Brief Services/Limited Scope 
 Brief Services are offered to those program participants who require 

more than advice and counsel.  Such assistance includes but not limited 

to, drafting a letter; making a phone call to a creditor or landlord; legal 

research for unique legal issues; drafting a court document; and in some 

cases a limited scope appearance in court to help resolve a discrete legal 

issue.  Brief services are provided by volunteer attorneys willing and able 

to dedicate a limited amount of time to a well-matched client.  Under 

certain circumstances, staff attorneys are able to provide brief services 

when the need of the client is urgent and immediate. 

iii. Full Representation 
 Some clients will need more than advice at Clinic and limited scope 

services. As such, qualified program participants are referred by volunteer 

attorneys after a Neighborhood Legal Clinic meeting for full 

representation. The Pro Bono Coordinator along with the Program 

Manager recruit and attempt to place these clients with an appropriate 

volunteer attorney willing, able, and qualified to represent the client for the 

entirety of the case.  The Pro Bono Coordinator monitors the cases from 

placement to closing. 

 Placement of cases with pro bono attorneys is at the heart of Volunteer 

Legal’s core services and is the highest level of service offered.  However, 

the referral process for pro bono full representation demands a great deal 

of time and effort from staff.  On average, it could take up to three 

attempts to place a highly contested case with a volunteer attorney.  

Cases that are successfully matched with a volunteer attorney, are 

monitored by staff throughout the life of the case to ensure the placement 

is effective. 
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iv. Pro Se Assistance through Workshops 
 Volunteer Legal has been delivering “Do-It-Yourself” assistance 

to pro se litigants for many years in the form of workshops.  These 

workshops are aimed to assist those who have less complicated 

legal issues that can be resolved through step-by-step guidance 

and assistance these include: uncontested divorce, and 

guardianship.  In 2022, Volunteer Legal completed 20 Pro Se 

Workshops.  

 Funding would support expanding this service by adding a 

Program Director with the legal experience to support volunteers 

and staff in providing a wider range of pro se services to the 

community.  The guidance provided to self-represented litigants will 

ultimately impact the number of filings in court that would require 

multiple hearings, and offer time savings for litigants from having to 

take time off work to attend hearings that could be resolved by well-

prepared pleadings or undergoing an uncontested procedural path. 

v. Pop-Up Legal Clinics 
 Pop-Up Legal Clinics serve as an extension to its Neighborhood 

Legal Clinics and in response to the needs of those living in rural 

and targeted communities and face barriers to accessing legal 

services in our downtown main office.  The goal of the Pop-Up 

Legal Clinics is to mobilize volunteer attorneys to provide pro bono 

service to rural residents who due to transportation, childcare, 

and/or work scheduling limitations are unable to meet with 

volunteer attorneys face-to-face in the downtown Honolulu.  Due to 

the impact of Covid, in-person Pop-Up Legal Clinics were 

suspended since 2020. However, Volunteer Legal held its first in-

person Pop-Up Legal Clinic in October 2022.  In 2023-2024, 

Volunteer Legal intends to continue to resume its series of in-

person Pop-Up Legal Clinics.   Although in-person Pop-Up Legal 

Clinics were mostly suspended from early 2020 to September 
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2022, Volunteer Legal continued to serve rural and targeted 

communities, such as Waianae, Hilo, Kailua-Kona, Wahiawa, 

Waipahu and Kalihi through the Neighborhood Legal Clinics on the 

phone or virtually.   

 Funding would support Pop-Up Legal Clinics to be delivered 

throughout Oahu as well as the neighboring islands, especially in 

rural neighbor county districts where there is limited access to 

attorneys and a long bus ride to the nearest courthouse. 

vi. Hawaii Online Pro Bono (“HOP”)   
 Hawaii is unique as it is an island state - it can be quite difficult 

to get to a downtown or if your case was filed in a different circuit – 

it would require you to fly to another island to have a hearing. In an 

effort to expand services to rural areas and to overcome 

geographic barriers, the ABA Online Pro Bono website, known as 

Hawaii Online Pro Bono4 was launched in late 2016.  This portal 

allows Hawaii residents to post their legal question from the comfort 

of their home.  At the same time, volunteer attorneys can also 

answer the questions from the comfort of their home, after hours.  

Presently, there are over 114 registered attorneys ready to answer 

questions in the following areas of law: family, landlord-tenant, 

collections, Chapter 7 bankruptcy, estate planning, adult 

guardianship, veteran benefits, and immigration. These 114 

registered attorneys answered a combined total of 2668 questions 

since the program’s creation. 

 As administrator of the Hawaii site, Volunteer Legal maintains 

and oversees the site.  This site provides an additional resource of 

pro bono attorneys to Hawaii residents.  Funding would allow 

Volunteer Legal to further work with the ABA site and implement 

the Hawaii site to better fit the needs of the local communities 

statewide.  

 
4  Hawaii Online Pro Bono website: https://hawaii freelegalanswers.org 
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2. Provide a projected annual timeline for accomplishing the results or outcomes of 

the service; 
 

Activity/Month 1 2 3 4 5 6 7 8 9 10 11 12 
Outreach (Statewide) x x x x x x x x x x x x 

Intake (Statewide) x x x x x x x x x x x x 

Pro Bono Referrals 
(Statewide) 

x x x x x x x x x x x x 

Neighborhood Legal 
Clinics  

            

- Oahu x x x x x x x x x x x x 

- Hawaii County   
 

  x   
 

  x 

Pro Se Workshops             

- Oahu x  x  x  x  x  x  

- Maui County  
 

  x   x   x  

- Hawaii County x   x   x   x   

Pop-Up Clinics             

- Oahu   x   x   x   X 

- Maui    
 

     x   

- Kauai       x      

Volunteer Recruitment x x x x x x x x x x x x 

Administration and 
Assessment 

  x   x   x   x 

 
3. Describe its quality assurance and evaluation plans for the request.  Specify how 

the applicant plans to monitor, evaluate, and improve their results; and 
 

VLSH has in place the following quality assurance and evaluation procedures: 
 

 A. Intake Procedures: review of all intakes by staff attorney and proper 

recording in client database, LegalServer. 

 B. Advice and Counsel Clinics Procedures: volunteer attorneys are 

provided with guidelines on policies including the policy against self-
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referrals for fee for service.  Each clinic participant signs an 

acknowledgment for scope of service and is provided with a client 

satisfaction survey at the end of clinic. 

 C. Brief Services and Full Representation: Clients sign a Brief Service 

or Full Representation agreement with Volunteer Legal, including what the 

scope of the service will be and what is expected of them as a client.  

Referral and placement procedures are in place to monitor the placements 

from placement attempts, to case opening and closing.  Client satisfaction 

surveys are provided to clients at the close of the case.  Volunteer 

Attorneys are also provided with a case closure evaluation. 

 D. Client Grievance Procedures:  Policies and information on how to file 

a consumer grievance with the organization are provided to clients and 

outlined in services agreements. 

 E. Employee Policies:  Staff are provided employee policies and any 

addendums to such policies in a timely manner. These policies include 

expectations and responsibilities and provides information on employee 

rights. 

F. Staff Evaluations: Staff and management members are evaluated for 

their overall job performance on an annual basis. 

G. Financial Evaluations: Volunteer Legal undergoes an annual audit or 

financial review by the accounting firm Akamine Oyadomari & Kosaki, Inc.  

The Volunteer Legal board and management review the audit and/or 

report and act upon any recommendations made by such audits/report. 

H. Project and Activity Evaluations: Volunteer Legal engages in 

internal self-assessment as part of its activities to ensure that it is meeting 

its own standards and procedures, addressing issues in a timely manner, 

documenting good practices, and achieving intended results for clients. 

These assessments are communicated and discussed at regularly held 

staff meetings.   

 
4. List the measure(s) of effectiveness that will be reported to the State agency 

through which grant funds are appropriated (the expending agency). The 
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measure(s) will provide a standard and objective way for the State to assess the 
program's achievement or accomplishment. Please note that if the level of 
appropriation differs from the amount included in this application that the 
measure(s) of effectiveness will need to be updated and transmitted to the 
expending agency. 

 
PERFORMANCE MEASURE GOAL 

Number of Intakes Completed (eligible applicants)  3,000 
Number of Services provided  3,000 
Number of Legal Advice and Counsel Clinics (including 

“virtual” clinics via telephone) 

300 

Number of Self-Help Workshops (i.e. Uncontested 

Divorce Workshops, Guardianship)  

30 

Number of Cases Placed with Pro Bono Attorneys for 

Brief Services or Full Representation 

200 

Number of Pro Bono Volunteer Hours 3000 
Number of Persons Served on Hawaii Online Pro Bono  400 
Outreach Events in the Community 15 
Client Satisfaction Survey Results ( 1-low to 5-highest) 4.75 

 
 

IV. Financial 
 

Budget 
 

1. The applicant shall submit a budget utilizing the enclosed budget forms as 
applicable, to detail the cost of the request. 

a. Budget request by source of funds (Link)(Attachment A) 
b. Personnel salaries and wages (Link)(Attachment B) 
c. Equipment and motor vehicles (Link) 
d. Capital project details (Link) 
e. Government contracts, grants, and grants in aid (Link)(Attachment D) 

 
2. The applicant shall provide its anticipated quarterly funding requests for the fiscal 

year 2024. 
 

Quarter 1 Quarter 2 Quarter 3 Quarter 4 Total Grant 
$75,000 $75,000 $75,000 $75,000 $300,000 
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3. The applicant shall provide a listing of all other sources of funding that they are 
seeking for fiscal year 2024. 
 

• Volunteer Legal seeks alternative vehicles for funding through the State 

Legislature through the inclusion of funding for civil legal assistance for 

low- and moderate-income Hawaii residents with the State’s Budgetary 

process or a purchase of service procurement process;  

• City and County of Honolulu;  

• Hawaii County Non-Profit Grants; 

• Hawaii Justice Foundation;  

• Hawaii State Bar Foundation;  

• Hawaii Community Foundation 

• Private Foundation Grants.  

 
4. The applicant shall provide a listing of all state and federal tax credits it has been 

granted within the prior three years. Additionally, the applicant shall provide a 
listing of all state and federal tax credits they have applied for or anticipate 
applying for pertaining to any capital project, if applicable. 

 
 See attachment “C”   
 
5. The applicant shall provide a listing of all federal, state, and county government 

contracts, grants, and grants in aid it has been granted within the prior three years 
and will be receiving for fiscal year 2024 for program funding. 

 
 See attachment “D” 
 
6. The applicant shall provide the balance of its unrestricted current assets as of 

December 31, 2022. 
 
See attachment “E” 
 

V. Experience and Capability 
 
1. Necessary Skills and Experience 

 
The applicant shall demonstrate that it has the necessary skills, abilities, knowledge of, 
and experience relating to the request. State your experience and appropriateness for 
providing the service proposed in this application. The applicant shall also provide a 
listing of verifiable experience of related projects or contracts for the most recent three 
years that are pertinent to the request. 
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Volunteer Legal has and continues to provide civil legal services to Hawaii’s 

indigent population for over the last quarter century.  Volunteer Legal staff have 

extensive experience working with this target population during and prior to joining 

Volunteer Legal.  Currently, Volunteer Legal has four (4) staff members licensed to 

practice within the State of Hawaii, one staff member licensed in the State of Oregon, 

and one who is also licensed in the country of Thailand.  Collectively, these licensed 

staff members have extensive experience in the areas of family law, estate planning, 

landlord-tenant, collections, bankruptcy, and immigration.  These attorneys are well 

connected with other practitioners, and can promote pro bono service and recruit 

colleagues. 

Volunteer Legal’s staff also includes one paralegal, three full-time and one part-

time intake specialist. Volunteer Legal also has staff members who speak Spanish and 

Thai.  All staff members undergo continued legal education, subject matter training, and 

supervisory training.     

Staff members are also active in their respective communities and these 

connections allow for Volunteer Legal to be familiar with the needs of the community. 

With the combined skills and dedication of the staff, Volunteer Legal can effectively 

serve the indigent population through outreach, intake, screening, and referrals to pro 

bono attorneys. 

Volunteer Legal is unique and different from Legal Aid and/or any other legal 

service providers in Hawaii – we mobilize private attorneys to engage in pro bono work 

which multiples the capacity of the state to provide critical legal aid services to those 

least able to afford it.  Hawaii licensed attorneys are not mandated by the Hawaii Bar 

Association to do pro bono. As such, all of Volunteer Legal’s attorneys volunteer with us 

on their own time.  

Without Volunteer Legal’s coordination of said services, private attorneys would 

not have volunteered and donated the 2288 hours that they did in 2022 alone.  

Volunteer Legal’s pool of pro bono attorneys range from large law firm partners, 

associates, solo practitioners, public or private agency attorneys who are leaders in 

their areas of practice.  These pro bono attorneys do not only provide direct services but 
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also may mentor newly licensed pro bono attorneys, are presenters at volunteer 

trainings and events, and develop substantive materials for various agency programs.  

Overall, Volunteer Legal has almost 200 volunteer attorneys who participate and 

support various programs and services.  

Over the past three (3) years, Volunteer Legal has contracted with a variety of 

agencies and foundations to service the indigent population.  Among them, include: 

2019-20 & 2022-23 The Judiciary, State of Hawaii Purchase of Services 

 Contract to Serve Indigent individuals and households 

throughout the State of Hawaii with civil legal services. 

2019-2020 City and County of Honolulu, Community 

Development Block Grant – to provide a series of 

legal clinics within underserved districts on Oahu. 

2016-2022 County of Hawaii Non-profit Grant – awarded to 

supplement funding for legal services to Hawaii Island 

residents. 

Volunteer Legal launched the Appellate Pro Bono Project as a pilot project in 

2015 in partnership with the Hawaii State Bar Association and the Hawaii State 

Judiciary (“Appellate Program”).  Due to its success in a short amount of time, the 

Appellate Program was made permanent by the Supreme Court in 2017.  Since then, 

the Appellate Program continues to recruit pro bono attorneys on the appeals level and 

many cases that have been matched through the program were prevailed for the client.   

It is hard enough for individuals to navigate the already difficult legal system, and much 

more difficult at the appeals and Supreme Court level.  Again, without Volunteer Legal’s 

coordination, these individuals and many more would be navigating their appellate and 

supreme court cases alone. 

Additionally, Volunteer Legal continues its role as site administration for Hawaii 

Online Pro Bono and working with American Bar Association, Free Legal Answers 

Project, helping answer legal questions over the internet at one’s fingertips.  
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2. Facilities 
 

The applicant shall provide a description of its facilities and demonstrate its adequacy in 
relation to the request. If facilities are not presently available, describe plans to secure 
facilities. 
 

Volunteer Legal is located at 545 Queen Street, Suite 100 in downtown Honolulu, 

Oahu.  The office faces Queen Street, easily accessible by public transportation or by 

car with street parking nearby.  Volunteer Legal’s office is also located a short walk 

away from the First Circuit Court, District Court and Supreme Court of Hawaii.   

Intake, Clinics, and workshops are conducted at the Oahu location.  The office 

space, conference room, equipment and supplies are utilized by volunteer attorneys 

and staff to service clients.  Each office is utilized by staff and by volunteer attorneys 

during legal Clinics which are held specific Thursday evenings and Saturdays of each 

month. During Covid, the in-person Intakes, Clinics, and workshops were temporarily 

suspended, however our staff and/or volunteer attorneys have continued these services 

via phone or virtually. In-person services intakes will return in January 2023.  

The facility is American with Disabilities Act (ADA) compliant.  The main entrance 

is equipped with double door access and workspace and conference room areas 

provide ample width of entry.  The agency makes reasonable accommodations for 

persons with disabilities, including providing sign language interpreters for Deaf clients 

and interpreters for whom English is not their first language.  In addition, VLSH seeks 

out venues for sponsored community events that is convenient to the public and 

adheres to the American with Disabilities Act. 

Volunteer Legal renewed its lease with HCDA and will continue operating in this 

location for at least another two years until 2024.     

 
 

VI. Personnel: Project Organization and Staffing 
 

1. Proposed Staffing, Staff Qualifications, Supervision and Training 
 
The applicant shall describe the proposed staffing pattern and proposed service 
capacity appropriate for the viability of the request. The applicant shall provide the 
qualifications and experience of personnel for the request and shall describe its ability to 
supervise, train and provide administrative direction relative to the request.  
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Funding from this grant will support the following staff who ensure that the 

essential legal services are delivered to the thousands of indigent individuals and 

families in Hawaii, who seek assistance through Volunteer Legal: 

 

Administrative  

• Executive Director; Full-time 

• Administrative Assistant; Full-time (vacant) 

Direct Services 

• Program Director; Full-time (vacant) 

• Supervising Staff Attorney; Full-time (currently part-time) 

• Pro Bono Coordinator; Full-time  

• Clinic Coordinator; Full-time (vacant) 

• Paralegal – Family Law; Full-time (vacant) 

• Paralegal – RACS; Full-time  

• Intake Supervisor; Full- time  

• Intake Specialist; Full-time  

• Intake Specialist; Full-time  

• Intake Specialist; Full-time  

• Intake Specialist; Full-time (currently part-time) 

• Law Clerk, Part-time (vacant) 

 
Staff Qualifications and Experience. 

Volunteer Legal has experienced staff who are committed to serving the indigent 

population of Hawaii.  Volunteer Legal’s staff currently consists of: 

 
Executive Director (Rachel Figueroa):  Ms. Figueroa is licensed to 

practice law in the state of Hawaii.  Ms. Figueroa is a graduate of 

University of Hawaii, William S. Richardson School of Law.  Prior to joining 

Volunteer Legal, Ms. Figueroa practiced family law at Domestic Violence 

Action Center, and has worked and/or volunteered in other Non-Profits 

collectively for 20 years.   Ms. Figueroa joined Volunteer Legal as the 
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Executive Director in January 2022.  Ms. Figueroa manages and oversees 

the operations, programs, and financial management of the organization.   

 
Administrative Assistant (vacant):  The administrative assistant is 

responsible for providing support to the management team to ensure 

efficient operation of the office.  This includes, but is not limited to, 

assisting the preparation of regularly scheduled reports, grant oversight 

and management, as well as ensuring the smooth operations of the 

overall pro bono program and service delivery.  

 
Program Director (vacant): The Program Director oversees the effective 

delivery of legal and constituent services including intake, clinics, pro bono 

referrals and volunteer recruitment and training.  The Program Director 

also generates reports and develops new pro bono projects, working 

closely with the Executive Director in conducting outreach and maintaining 

relationships with community stake holders. The Program Director works 

closely with other program staff to develop and implement pro bono 

projects, build and expand pro bono relationships with the Judiciary, local 

law firms, legal service providers, law students, interns and the 

community.   

 
Pro Bono Coordinator (Grant Teichman): Mr. Teichman is a graduate of 

the University of Hawaii, William S. Richardson School of Law and 

licensed to practice law in the State of Hawaii.  Mr. Teichman previously 

worked as a prosecutor with the City and County of Honolulu and as a 

Senior Business Analyst with HMSA prior to joining Volunteer Legal.  The 

Pro Bono Coordinator is primarily responsible for placement of pro bono 

cases with pro bono attorneys, as well as providing some in-house 

services for select and/or hard to place cases.  The Pro Bono Coordinator 

manages the organization’s Pro Bono Referral Program: Enhancing the 

efficiency and success of relationships between program participants and 

volunteer attorneys by tracking cases and providing updates to attorneys, 
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support and referrals to clients throughout the life of the pro bono case.  

Mr. Teichman also assists in the administration of the Hawaii Online Pro 

Bono Portal (HOP).  

 
Supervising Staff Attorney (Aphirak Bamrungruan): Mr. Bumrungruan 
studied and practiced law in his native Thailand before obtaining a law 

degree from University of Hawaii, William S. Richardson School of Law.  

Mr. Bamrungruan previously held a position with the Domestic Violence 

Action Center as a staff attorney, where he represented over 1,000 victims 

of domestic violence in restraining orders, divorces and paternity cases in 

family court.  Mr. Bamrungruan oversees and supervises the Intake, Clinic 

and Workshop staff, ensuring that proper procedures are developed and 

followed for effective delivery of services.  

 
Clinic Coordinator (Serena Pascual): Ms. Pasqual conducts intake and 

interviews with new clients and oversees Clinic operations for Volunteer 

Legal.  Ms. Pascual recruits volunteer attorneys, ensuring there is an 

ample pool of attorneys to meet the needs of Volunteer Legal’s clients.  

Due to the shortage of staff, among other duties, Ms. Pasqual also is the 

Program Coordinator, Intake Supervisor, and staff attorney for RACS and 

Restricted License Program. Ms. Pascual first joined Volunteer Legal as a 

summer intern in the summer of 2017, and returned as a part-time intake 

specialist/law clerk during law school.  Ms. Pascual joined the staff full 

time after graduating from the University of Hawaii, William S. Richardson 

School of Law, and passed the Hawaii State Bar. 

 
Paralegal – Family Law (vacant): The Family Law Paralegal assists with 

intake and provides project coordination and paralegal services for the 

Uncontested Divorce and Guardianship of Minors Self-Help Workshops.   

 

Paralegal – Re-Employment and Community Service (RACS) (Gilman 
Workman): Mr. Workman assists with intake and provides project 
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coordination and paralegal services for the Re-Employment and 

Community Service Program. Mr. Workman’s previous experience include 

working as a teacher’s aide for elementary school students in Waianae 

and on the mainland.  Mr. Workman is currently completing his Bachelor’s 

degree.   

 

Intake Supervisor (vacant): Intake Supervisor, among other duties, 

oversees intake staff and intake services.  The Supervisor closely 

monitors intakes and properly approves each one with the type and level 

of service and compiling reports of the same. (Ms. Pascual, among other 

duties, has temporarily taken on the Intake Supervisor duties until the 

position can be staffed.) 

 
Intake Specialist (Christopher Bock): Mr. Bock assists with, among 

other duties, intake, processing client documents, scheduling clients to 

clinic and running the Clinics. Mr. Bock joined Volunteer Legal in 

December of 2019 after working with Parents and Children Together 

(PACT) for six years as their Program Assistant.   

 

Intake Specialist (Margo Mun):  Ms. Mun assists with, among other 

duties, intake, processing client documents, scheduling clients to clinic 

and scheduling clients to Clinics. Ms. Mun joined Volunteer Legal in 

October 2022.   Ms. Mun has decades of customer service experience, in 

high paced and stressful environments, and recently completed a 

paralegal degree at Kapiolani Community College. 

 
Intake Specialist (Grety Moreira): Ms. Moreira assists with, among other 

duties, intake, processing client documents, and scheduling clients to 

Clinics.  Ms. Moreira joined Volunteer Legal in January 2022 after fifteen 

years as a legal assistant in the areas of, including but not limited to, 

immigration and bankruptcy law.  Ms. Moreira has an Associates of 
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Science degree as a Legal Assistant, and is currently pursuing her 

Bachelors of Science through National University. 

 

Intake Specialist (Marielle Florendo): Ms. Florendo assists with, among 

other duties, intake, processing client documents, and scheduling clients 

to Clinic.  Ms. Florendo is a graduate Golden Gate University of Law, San 

Francisco, California and joined Volunteer Legal in January 2022.  Ms. 

Florendo worked as a bankruptcy attorney and was an Appellate Court 

Judge for the Confederated Tribes of Warm Springs.  

 

Law Clerk (vacant): Assists with, among other duties, intake, processing 

client documents, scheduling clients to clinic, and researching cases for 

Volunteer Legal’s RACs program. 

 

Please see Attachment “F” for Position Descriptions and Attachment “G” for 

Current Staff Resumes.  
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2. Organization Chart 
 

The applicant shall illustrate the position of each staff and line of 
responsibility/supervision. If the request is part of a large, multi-purpose organization, 
include an organization chart that illustrates the placement of this request. 
 

 
 

3. Compensation 
 

The applicant shall provide an annual salary range paid by the applicant to the three 
highest paid officers, directors, or employees of the organization by position title, not 
employee name.  
 

Position Annual Salary 
Executive Director $90,000 
Pro Bono Coordinator  $57,750 
Intake Supervisor  $47,500 
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VII. Other 
 
1. Litigation 

 
The applicant shall disclose any pending litigation to which they are a party, including 
the disclosure of any outstanding judgement. If applicable, please explain. 
 

Volunteer Legal is not presently a party to any litigation.  

 
2. Licensure or Accreditation 

 
The applicant shall specify any special qualifications, including but not limited to 
licensure or accreditation that the applicant possesses relevant to this request. 
 

Staff attorney positions with responsibilities of, including but not limited to, 

supervising volunteer attorneys, law students, and paralegals are licensed and in good 

standing with the State of Hawaii and members of the Hawaii State Bar Association.   

 
3. Private Educational Institutions 
 
The applicant shall specify whether the grant will be used to support or benefit a 
sectarian or non-sectarian private educational institution. Please see Article X, Section 
1, of the State Constitution for the relevance of this question. 
 

Not applicable. 
 
4. Future Sustainability Plan 

 
The applicant shall provide a plan for sustaining after fiscal year 2023-24 the activity 
funded by the grant if the grant of this application is: 

 
(a) Received by the applicant for fiscal year 2023-24, but 

 
Funding to Volunteer Legal will continue to assist its current as well as expanding 

the pro bono programs across Hawaii.  The services that Volunteer Legal provides the 

residents of Hawaii are essential and without Volunteer Legal, many would be left to 

navigate the legal system on their own.  With state funding, Volunteer Legal would be 

able to restore itself to its pre-Covid position, and all monies from the State will go 
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directly to assisting the residents of Hawaii and the pro bono program, current and 

future, as described in this grant request and reach its goals for 2023 and beyond.     

 
(b) Not received by the applicant thereafter. 

 
Volunteer Legal will maintain its pro bono program for as long as funding will 

allow.  Volunteer Legal did not receive any monies from the State for the fiscal years 

2020 and 2021 but was thankful to be recipient of the Purchase of Service Contract 

through the Judiciary for the fiscal year 2022 to 2023.  Due to lower available funds 

made available to Volunteer Legal during the pandemic, Volunteer Legal reached out to 

numerous resources as well as dipped into reserves. 

 Volunteer Legal is a standalone legal service provider as it does not receive any 

federal funds from the Legal Services Corporation nor from the Hawaii State Bar 

Association as other pro bono programs do in other jurisdictions. As such, Volunteer 

Legal will continue pursuing private donations from foundations, firms, and/or individuals 

from the state of Hawaii as it has done in 2022. Volunteer Legal will continue with its 

ongoing fundraising campaigns throughout the year and during its annual fundraiser. 

Volunteer Legal also continues to work with other service providers who do 

receive federal and/or other funding that Volunteer Legal is thereafter able to contract 

with.  Volunteer Legal will continue to rely on its portion of the Indigent Legal Assistance 

Fund and the Interest on Lawyer Trust Accounts each year.  While we are grateful for 

those funds, those amounts cannot keep Volunteer Legal’s pro bono program running 

and does not provide Volunteer Legal the ability to expand its pro bono program to rural 

areas and neighbor islands.  

  Volunteer Legal understands that the State alone cannot fund the entire program 

but Volunteer Legal cannot continue to exist and operate without the stable funding from 

the State to support the high demand by Hawaii residents.  As such, Volunteer Legal 

submits this grant request to continue its work and expand its services statewide. 
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ATTACHMENT “A” 

Budget Request by Source of Funds 
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ATTACHMENT “B” 

Personnel Salaries and Wages 
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ATTACHMENT “C” 

Tax Credits 
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ATTACHMENT “D” 

Government Contracts and/or Grants  
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ATTACHMENT “E” 

Balance of Current Assets  

as of December 31, 2022 
 



As of Dec 31, 
2022

As of Dec 31, 
2021 (PY) Change

ASSETS
   Current Assets
      Bank Accounts
         1003 Central Pacific Bank - IOLTA  $          1,423.25  $          1,243.25  $         180.00 
         1006 Central Pacific Bank - Saving              4,009.90              4,009.10                 0.80 
         1011 Central Pacific Bank - Checking          262,856.72          335,443.50       (72,586.78)
         1015 Morgan Stanley          851,853.60          957,422.85     (105,569.25)
      Total Bank Accounts       1,120,143.47       1,298,118.70     (177,975.23)
      Accounts Receivable
         1200 Grant Receivable          208,625.25            25,471.00      183,154.25 
      Total Accounts Receivable          208,625.25            25,471.00      183,154.25 
      Other Current Assets
         1500 Pre-Paid              7,916.15              8,048.68            (132.53)
      Total Other Current Assets              7,916.15              8,048.68            (132.53)
   Total Current Assets       1,336,684.87       1,331,638.38          5,046.49 
   Fixed Assets
      1605 Lease Improvement          120,712.84          120,712.84                     -   
      1700 Equipment            26,151.82            26,151.82                     -   
      1705 Bldg Accumulated Depreciation        (119,657.84)        (118,602.84)         (1,055.00)
      1715 Accumulated Depreciation          (18,401.29)          (13,922.76)         (4,478.53)
   Total Fixed Assets              8,805.53            14,339.06         (5,533.53)
   Other Assets
      1800 Security Deposit              3,918.00              3,918.00                     -   
   Total Other Assets              3,918.00              3,918.00                     -   
TOTAL ASSETS  $   1,349,408.40  $   1,349,895.44  $        (487.04)
LIABILITIES AND EQUITY
   Liabilities
      Current Liabilities
         Accounts Payable
            2000 Accounts Payable  $          7,940.61  $          3,329.84  $      4,610.77 
         Total Accounts Payable              7,940.61              3,329.84          4,610.77 
         Other Current Liabilities
            2110 Accrued Vacation              6,676.84              6,676.84                     -   
            2111 Accrued Payroll            20,240.12            15,142.94          5,097.18 
            2200 Client Trust                 390.00                 365.00               25.00 
            2400 Deferred Income          200,000.00                        -        200,000.00 
         Total Other Current Liabilities          227,306.96            22,184.78      205,122.18 
      Total Current Liabilities          235,247.57            25,514.62      209,732.95 
   Total Liabilities          235,247.57            25,514.62      209,732.95 
   Equity
      3000 Net Asset Closing          804,916.48          804,916.48                     -   
      3030 Retained Earnings          519,464.34          630,183.91     (110,719.57)
      Net Revenue        (210,219.99)        (110,719.57)       (99,500.42)
   Total Equity       1,114,160.83       1,324,380.82     (210,219.99)
TOTAL LIABILITIES AND EQUITY  $   1,349,408.40  $   1,349,895.44  $        (487.04)

Total

Volunteer Legal Services Hawaii
Statement of Financial Position

As of December 31, 2022
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ATTACHMENT “F” 

Position Descriptions 

  



POSITION DESCRIPTION: EXECUTIVE DIRECTOR 

General Responsibilities 

The Executive Director will act as the chief operating executive of the organization, appointed by, 
and accountable to, the Board of Directors.  The Executive Director will be specifically responsible 
for ensuring the effective and economical delivery of legal services, fund development and the 
maintenance of the highest level of services and professional standards in referring cases to 
volunteer attorneys.  

Duties 

This position plans and recommends policies and programs and executes all decisions of the Board 
while assuring that the Board of Directors is kept fully informed.  Responsible for the overall 
leadership of staff in the development and implementation of short and long range plans, policies 
and other activities.  Inspires and leads the organization in carrying out its mission and maintaining 
its vision. He/she is also responsible for the financial management of the organization, including 
the development and implementation of the annual budget.  Promotes and acquires financial 
support including writing grants.    

The Executive Director develops and expands Volunteer Legal’s program to deliver pro bono legal 
services to low income level individuals and families.  He/she maintains effective relationships 
with other organizations, both public and private, to enhance the organization’s ability to deliver 
services.  Maintains the community presence of Volunteer Legal through educating the private bar 
and public while advocating for strengthening a culture and commitment for pro bono work. 
He/she also interacts with elected and appointed government officials to promote the interests of 
VLSH and pro bono and acts as spokesperson for the organization and assists the volunteer 
leadership in representing the organization as appropriate.  He/she also participates in appropriate 
HSBA and ABA committees, as well as other local and national organizations and carries out other 
responsibilities as assigned by the Board of Directors.  

Required Qualifications 

The Executive Director should have a minimum of 5 years working in a supervisory capacity and 
an in-depth knowledge of the management process.  He/she must have financial and accounting 
skills to manage an organization budget and the ability to develop strategies, budgets, policies and 
procedures.  He/she must be skilled in effective staffing; selecting, training and developing 
employees; directing employees toward desired objectives; delegating, motivating and resolving 
problems.  



POSITION DESCRIPTION: ADMINISTRATIVE ASSISTANT 

General Responsibilities 

Under the direction of the Executive Director, the Administrative Assistant performs 
administrative and office support activities for the management team to facilitate the efficient 
operation of the organization. 

Duties 

1. Coordinate meetings for Board of Directors, Executive Committee, and staff, including
preparation of meeting agendas, and compile, transcribe and distribute minutes of
meetings.

2. Open, sort and distribute incoming correspondence.

3. Prepare and modify documents including correspondence, reports, drafts, and memos.

4. Answer, screen and transfer inbound phone calls.

5. General clerical duties including photocopying, fax and mailing.

6. Maintain electronic and hard copy filing system.

7. Handle requests for information and data.

8. Schedule and coordinate meetings, appointments and travel arrangements for managers
or supervisors.

9. Generate reports as needed.

10. Coordinate and supervise non-legal volunteers.

11. Conduct Intakes on a stand-by basis.



POSITION DESCRIPTION: PROGRAM DIRECTOR 

General Responsibilities 

Reporting to the Executive Director, the Program Director is responsible for drafting, developing and 
implementing a logical plan of action to increase the quality of services through volunteer recruitment 
and program development. 

Duties 

1. Ensure through appropriate staff that all program goals are met.

2. Provide for all of VLSH’s volunteer needs: ensuring that all attorney, law student, and
paralegal volunteers receive orientation to the organization, and are properly trained on
divisional and organizational policies, procedures, expectations and goals.

3. In a timely manner supervise and review the work of program staff (staff attorneys, intake
specialists, pro bono coordinator, program coordinator, and volunteers assigned to clinics or
workshops), ensuring that all work is timely and appropriately performed, that all procedures
and policies are properly followed, that all relevant manuals and or materials are kept current
and available for use.

4. Work cooperatively and closely with the administrative division to ensure that quality legal
services are provided to VLSH participants.

5. Promote and acquire support and commitment for pro bono work from the HSBA, its
committees and the larger community; educate the members of the HSBA and the public
about VLSH.

6. Develop and expand VLSH’s program to deliver pro bono legal services to low-to-mid-
income level individuals and families.  Identify areas of need in the delivery of legal services
to the indigent population.  Establish, in conjunction with the Executive Director, systems to
assist such indigents.

7. Maintain an accurate database of volunteers to include attorneys, paralegals, law students,
community volunteers and other advocates.

8. Conduct outreach as is relevant to the services offered by VLSH, developing and maintaining
good relationships with clients, volunteers, community organizations and service providers
who partner with VLSH, assisting and representing Executive Director as needed in all
VLSH programs and in Fundraising activities and staff Board of Director committees
assigned.

9. Conduct and/or participate in the hiring, performance evaluation, performance counseling
and corrective action of employees in a timely fashion.



10. Participate with the management team and Board of Directors in planning, ensure that all
relevant report to management team, Board of Directors, grantors or funders are well-written
and timely; attend and report at all staff and management meetings.

11. Review, amend and maintain current procedures manuals to ensure consistent performance.

12. Other tasks and assignments as necessary.



POSITION DESCRIPTION: PRO BONO COORDINATOR 

General Responsibilities 

Under the direction of the Director of Legal Services, the Pro Bono Coordinator primarily 
responsible for coordinating all referrals for brief services and pro bono full representation cases 
with pro bono attorneys, as well as the recruitment of volunteer attorneys. 

Duties 
1. Work closely with Intake Coordinator and Direct Services Supervisor in collecting clinic

case assessment information after each clinic;

2. Review case assessments and where indicated, send out brief services and/or full
representation applications to program applicants;

3. Coordinate placement of eligible applicants with volunteer attorneys and/or staff attorneys;

4. Track and maintain participant case files and database for Referral Program cases;

5. Generate monthly Referral Program status reports;

6. Assist with intake and returning phone calls as may be necessary;

7. Assist with volunteer attorney recruitment;

8. Assist with planning and oversight of pro bono training events;

9. Assist with developing and directing publicity for the pro bono program; and

10. Participate in special events and projects as necessary.



POSITION DESCRIPTION: SUPERVISING STAFF ATTORNEY 

General Responsibilities 

Reporting to the Director of Legal Services, the Supervising Staff Attorney is responsible for reviewing 
intakes completed by staff, authorizing staff to schedule callers for appropriate Volunteer Legal Services 
or referral to the Pro Bono Placement Coordinator, supervising staff and volunteers at clinics and 
workshops, and assisting the Director of Legal Services in weekly and monthly reporting requirements.   

Duties 
1. Work cooperatively and closely with the Director of Legal Services to develop program

goals and ensure that all program goals are met.

2. Develop, maintain and update policies and procedures for reviewing and following up
on intakes, including updating the intake sheets as necessary to reflect changes in the
law.

3. Work cooperatively and closely with the Direct Services Division Staff (Director of
Legal Services, Intake Coordinator, Pro Bono Placement Coordinator, Direct Services
Coordinator and Outreach Coordinator) to develop, maintain and update case handling
procedures to include, but not limited to, acceptable timeframes from intake to service
for advice and counsel, until documents are completed and filed for brief services and
until placement for full representation.

4. In a timely manner supervise and review the work of clinic and workshop staff and
volunteers, ensuring that all work is timely and appropriately performed, that all
procedures and policies are properly followed, and that all projects are being
implemented consistently and efficiently.

5. Work cooperatively and closely with the Direct Services Division Staff (Director of
Legal Services, Intake Coordinator, Pro Bono Placement Coordinator, Direct Services
Coordinator and Outreach Coordinator) to ensure that quality legal services are
provided to VLSH participants.

6. Oversee a quarterly satisfaction survey, administered by the Direct Services
Coordinator, to be sent to a random selection of callers that were both provided services
and denied services.

7. Gather all necessary data and information for assigned projects to assist Director of
Legal Services in reporting requirements.

8. Along with Program Director, conduct outreach to other non-profit service providers.

9. Assist in the planning of staff and volunteer trainings.

10. Other tasks and assignments as necessary.



POSITION DESCRIPTION: CLINIC COORDINATOR 

General Responsibilities 

Reporting to the Pro Bono Program Manager, the Clinic Coordinator is responsible for developing, 
implementing and coordinating a statewide system for efficient screening of potential clients for 
legal services; conducting intake for potential clients; and supporting the staff attorneys in 
implementing and coordinating intake, direct services, special projects and outreach.   

Duties 

1. Work cooperatively and closely with the Pro Bono Program Manager to develop
program goals and ensure that all program goals are met.

2. Develop, maintain and update policies and procedures related to intake and ensure all
staff and volunteers are properly trained on these policies and procedures.

3. In a timely manner supervise and review the work of intake staff and volunteers,
ensuring that all work is timely and appropriately performed, that all procedures and
policies are properly followed, and that all callers are receiving the same instructions.

4. Work closely with the Pro Bono Placement Coordinator to develop and maintain
appropriate procedures and standards for pro bono placement after initial client
screening.

5. Work cooperatively and closely with the Outreach Coordinator and Program Director
to ensure that quality legal services are provided to VLSH participants.

6. Maintain and update the clinic schedule and assist in filling vacancies in the calendar.

7. Ensure volunteer attorneys timely receive client lists for conflict checks at least one
week prior to schedule clinic.

8. Primary staff member responsible for receipt of administrative fees and scheduling
for clinics.

9. Point person for the coordination, scheduling and staffing of the UDA and
Guardianship Workshops.

10. Assist the Pro Bono Program Manager in maintaining an accurate database of
volunteers to include attorneys, paralegals, law students, community volunteers and
other advocates.

11. Conduct outreach as is relevant to the services offered by VLSH, developing and
maintaining good relationships with clients, volunteers, community organizations and
service providers who partner with VLSH and assisting the Pro Bono Program
Manager as needed.



12. Review, amend and maintain current Intake Procedures manuals to ensure consistent
performance.

13. Conduct a minimum of eight (8) intake shifts a week.

14. Gather all necessary intake data to assist Program Manager in reporting requirements.

15. Other tasks and assignments as necessary.



POSITION DESCRIPTION: FAMILY LAW PARALEGAL 

General Responsibilities 

The Family Law Paralegal is responsible for assisting with UDA and Guardianship 
Workshops and  Estate Planning Clinics by providing paraprofessional support to the Staff 
Attorney I/Project Coordinator and volunteer attorneys; handling language assistance needs; 
helping enter and compile Project data and information for service as well as evaluation and 
reporting purposes; and providing other administrative support for the Project.  

Duties 

This position serves as the primary contact person for Project participants including interviews and 
assists participants receiving services through the Project.  Conduct legal research as requested by 
the Staff Attorney I/Project Coordinator or volunteer attorneys.  He/she will collect and enter all 
Project-related data in Volunteer Legal’s computerized information system for the purpose of 
analyzing, assessing, evaluating and reporting regarding services offered through the Project. 
Generate periodic and other required reporting regarding the Project’s activities and services for 
the review and approval of the Staff Attorney I/Project Coordinator, Senior Staff Attorney and 
Executive Director.  

He/she will attend Volunteer Legal staff meetings and comply with internal personnel policies and 
procedures including requirements relating to timely and accurate timesheets, work schedules and 
attendance.  He/she is expected to take on any other Project related duties as requested by the 
Project Attorney/Coordinator or Senior Staff  
Attorney/Recruiter.  

Required Qualifications 

The Family Law Paralegal must be a graduate of an ABA-approved two year paralegal Program. 
A minimum of two years of experience working in a law firm or with a Project providing legal 
services to low income individuals and families in Hawaii.  Possess strong oral and written 
communication skills, ability to think logically and organize data, detail oriented, ability to work 
accurately with minimum supervision and ability to meet deadlines.    



POSITION DESCRIPTION: RE-EMPLOYMENT AND COMMUNITY SERVICE 
(“RACS”) PARALEGAL  

General Responsibilities 

The RACS Paralegal is responsible for coordinating the RACS Program, conduct RACS 
information sessions and supervise RACS volunteers.  He/she will also provide paraprofessional 
support to Staff Attorney/Project Coordinator and volunteer attorneys representing RACS 
participants; helping enter and compile RACS Program data and information for service as well 
as evaluation and reporting purposes; and providing other administrative support for the 
Program. 

Duties 

This position will be interviewing and assisting participants receiving services and serve as the 
primary contact person for RACS participants.  He/she will conduct legal research as requested 
by the Staff Attorney/Project Coordinator or volunteer attorneys assisting participants of the 
Program.  Collect and enter all Program-related data in Volunteer Legal’s computerized 
information system for the purpose of analyzing, assessing, evaluating and reporting regarding 
services offered through the Program.  Generate periodic and other required reporting regarding 
the Program’s activities and services for the review and approval of the Staff Attorney I/Project 
Coordinator, Senior Staff Attorney and Executive Director.  Attend Volunteer Legal staff 
meetings and comply with internal personnel policies and procedures including requirements 
relating to timely and accurate timesheets, work schedules and attendance.  He/she will also be 
expected to undertake any other Program related duties as requested by the Staff 
Attorney/Project Coordinator or Senior Staff Attorney. 

Required Qualifications: 

The RACS paralegal must be a graduate of an ABA-approved two year paralegal program.  Have 
a minimum of two years of experience working in a law firm or with a program providing legal 
services to low income individuals and families in Hawaii.  He/she must also possess strong oral 
and written communication skills, ability to think logically and organize data, be detail oriented, 
and have the ability to work accurately with minimum supervision and to meet deadlines; 



POSITION DESCRIPTION: INTAKE SUPERVISOR  
 

General Responsibilities 
 
Reporting to the Program Manager, the Intake Supervisor is responsible for developing, implementing 
and coordinating a statewide system for efficient screening of potential clients for legal services; 
conducting intake for potential clients; and supporting the staff attorneys in implementing and 
coordinating intake, and direct services. 

Duties 
1. Work cooperatively and closely with the Program Manager and Supervising Staff Attorney to 

develop program goals and ensure that all program goals are met. 

2. Develop, maintain and update policies and procedures related to intake and ensure all staff and 
volunteers are properly trained on these policies and procedures. 

3. In a timely manner supervise and review the work of intake staff and volunteers, ensuring that 
all work is timely and appropriately performed, that all procedures and policies are properly 
followed, and that all callers are receiving the same instructions. 

4. Work closely with the Pro Bono Placement Coordinator to develop and maintain appropriate 
procedures and standards for pro bono placement after initial client screening. 

5. Maintain and update the clinic schedule and assist in filling vacancies in the calendar. 

6. Ensure volunteer attorneys timely receive client lists for conflict checks at least one week prior 
to schedule clinic. 

7. Primary staff member responsible for receipt of administrative fees and scheduling for clinics. 

8. Assist the Program Manager in maintaining an accurate database of volunteers to include 
attorneys, paralegals, law students, community volunteers and other advocates. 

9. Review, amend and maintain current Intake Procedures manuals to ensure consistent 
performance. 

10. Conduct a minimum of eight (8) intake shifts a week. 

11. Gather all necessary intake data to assist Program Manager in reporting requirements. 

12. Other tasks and assignments as necessary.  



POSITION DESCRIPTION: INTAKE SPECIALIST 

General Responsibilities 

The Intake Specialist conducts telephone and in-person interviews with potential project 
participants to determine if the individual is qualified for assistance.   He/she screens the 
applicants’ income and asset levels and their legal issue to determine the merit of their case and 
eligibility for services. This position also schedules the participant once qualified for various levels 
of service.  He/she will communicate with Project staff to coordinate legal services and assist in 
facilitating legal services.      

Duties 

The Intake Specialist will handle all incoming phone calls and walk-ins from potential participants 
and coordinate the initial screening to ensure that they meet Project criteria and standards.  The 
Intake Specialist will also initiate the collection of documents and forms from the participant. 
He/she will also ensure that every potential participant is properly documented in the computer 
database and the participant’s status is properly logged.  In addition, the Intake Specialist will 
manage and track all referrals and intake outcomes.    

He/she will attend Volunteer Legal staff meetings and comply with internal personnel policies and 
procedures including requirements relating to timely and accurate timesheets, work schedules and 
attendance.  He/she is also expected to take on any other Project related duties as requested by the 
Staff Attorney I/Coordinator or Senior Staff Attorney/Recruiter.  

Required Qualifications 

The Intake Specialist should have strong oral and written communication skills and the ability to 
handle participants in a calm, professional, friendly and patient manner.  He/she should be 
proficient in a Windows operating system and related programs and have the ability to type 
accurately.    



Position Description: Law Clerk 
 

General Responsibilities 

The Law Clerk will provide assistance to Project paralegals and attorneys through 
assisting in the screening cases, collection and completion of client documents and 
performing any necessary duties for the facilitation of legal services.   

A. Duties 

This position will include assisting in drafting simple pleadings and other legal documents 
and correspondence at the request of the Staff Attorney I/Project Coordinator or volunteer 
attorneys for their review, approval and signature and, as needed, filing with the Court or 
governmental agency; providing any research or analysis; client interview; and collecting 
and recording necessary information.   

He/she will attend Volunteer Legal staff meetings and comply with internal personnel 
policies and procedures including requirements relating to timely and accurate timesheets, 
and work schedules and attendance.  He/she will also be expected to take on any other 
Project related duties as requested by the Executive Director or immediate 
supervisor.

B. Required Qualifications 

The Law Clerk should be attending an ABA approved law school, and have an in-depth 
knowledge of legal procedures and an ability to understand legal documents.  He/
she should possess strong oral and written communication skills, ability to 
think logically, organize data, detail oriented, good time management skills and the 
ability to work accurately with minimum supervision and ability to meet deadlines.   



Applicant: VOLUNTEER LEGAL SERVICES HAWAII 
                FY 2023-2024 

ATTACHMENT “G” 

Current Staff Resumes 



                                         RACHEL FIGUEROA  
 545 Queen Street, Suite 100, Honolulu, Hawai‘i, 96813 

 

  

EXPERIENCE             
VOLUNTEER LEGAL SERVICES HAWAII          Honolulu, HI 
Executive Director                     1/2022 to present 
Responsible for leadership of the organization and staff in short term operation and long term goals. 
Responsible for financial management of the organization, including  writing grants and seeking financial 
support.  Maintain community presence of the organization and promote relationships with legal and non-
legal partners. Provide advice and assistance to the Board of Directors on the development and 
implementation of policies and procedures. 
 
FIRST HAWAIIAN BANK                         Honolulu, HI 
Compliance Officer                   12/2019 to 12/2021 
Responsible for performing various residential mortgage compliance activities, which includes interpreting 
compliance regulations; creating compliance policies and procedures/job aids for implementation; 
maintenance of current compliance-related policies and procedures; developing and initiating training for 
divisions within the business unit; and  performing compliance related functions, such as detailed quality 
assurance testing, ad reviews, and fulfilling audit requests.   
 
DOMESTIC VIOLENCE ACTION CENTER          Honolulu, HI 
Staff Attorney                                     5/2018 to 11/2019 
Represented survivors of Intimate Partner Violence in Family Court; handled caseload of 25-30 active cases 
representing clients in divorce, and paternity matters; provided representation for clients requesting 
Temporary Restraining Orders. Interviewed and assessed clients in crisis to determine eligibility for services. 
Drafted pleadings; conducted legal research; managed and directed paralegal staff assigned to clients. 
Collaborated with advocates and agency staff to ensure timely and appropriate legal representation of clients. 
Answered calls for information, referrals, advocacy, and crisis counseling on the DVAC Helpline. 
 
Paralegal                            11/2017 to 4/2018 
Responsibilities included: intake with clients experiencing intimate partner violence; managed 20-30 active 
case files; oral and written correspondence with clients, opposing parties and other providers.  Drafted 
motions, divorce decrees, and other pleadings as required. Provided crisis intervention, and legal information 
on the DVAC Helpline. 
 
HONORABLE JUDGE JEFFREY P. CRABTREE                          Honolulu, HI    
Judicial Assistant                    9/2017 to 10/2017 
Provided Chambers with administrative support, including personnel support and guidance, and other support 
as required by the Judge; processed court orders, motions and other pleadings. 
  
Law Clerk/Bailiff                           6/2017 to 8/2017 
Legal research as requested; drafted jury instructions and supervised jurors in jury trial. 

 
HONORABLE JUDGE RHONDA A. NISHIMURA                 Honolulu, HI     
Law Clerk/Bailiff                                   1/2017 to 6/2017 
Legal research; drafted agency appeal and motions research memoranda for a variety of issues including 
complex civil litigation  
 
UNIVERSITY OF HAWAI‘I, MANOA             Honolulu, HI 
WILLIAM S. RICHARDSON SCHOOL OF LAW                9/2016 to 12/2016 
Legal Research Assistant 
Research and indexing for Ka Huli Ao (Center for Excellence in Native Hawaiian Law) Archive.  Assisted 
with other research and support as requested. 
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OFFICE OF HAWAIIAN AFFAIRS               Honolulu, HI  
Student Worker for Compliance Enforcement Program                           3/2015 to 5/2015; 8/2015 to 4/2016 
Legal research identifying regulatory gaps; wrote memorandum regarding research; other research as 
requested. 
                     
NATIVE HAWAIIAN LEGAL CORPORATION            Honolulu, HI 
Law Intern                Summer 2015 
Legal research; wrote memorandum regarding discovery, and federal vs. state jurisdiction. 
 
NATIVE HAWAIIAN LEGAL DEFENSE & EDUCATION FUND                  Honolulu, HI 
Fellow                                      Summer 2014 
Crafted a suggested framework for the judiciary branch of a Native Hawaiian government for possible 
utilization at the February 2016 Native Hawaiian governance convention or ʻAha; wrote a memorandum 
concerning the jurisdictional boundaries between the United States and Native governments. 

        
EARTHJUSTICE               Honolulu, HI 
Litigation Assistant               2008 to 2013 
Responsible for supporting five attorneys, complex case management regarding environmental and cultural 
issues, calendaring and ensuring compliance with court and agency filing rules.   
 
H.U.G.S. (Help, Understanding and Group Support)             Honolulu, HI 
Family Services Specialist               2002 to 2008 
Supported families with seriously ill children with hospital visits, grant writing, agency referrals, peer group 
facilitation, articles for peer support newsletter, funeral and airline programs, and other funeral 
arrangements. 
 
H.U.G.S. Volunteer              Honolulu, HI 
Provided office support and assisted with peer support newsletter.           2000 to 2002 
 
GOODSILL ANDERSON QUINN AND STIFEL           Honolulu, HI 
Labor Legal Assistant               1994 to 1995 
Analyzed and prepared legal documents for filing, trial and depositions.  Provided investigative research and 
summarized transcribed documents. 
 
Norrell Temporary Services              Honolulu, HI 
Office Administrator                1993 to 1994 
Processed applications and payroll.  Ensured compliance with Hawai`i insurance laws. 
 
LAW OFFICE OF LEROY KUWASAKI            Honolulu, HI 
Workers’ Compensation Legal Assistant              1992 to 1993 
Summarized medical records, drafted pleadings and maintained oral and written contact with clients and 
insurance providers. 
 
FARELLA BRAUN AND MARTEL                    San Francisco, CA 
Litigation Legal Assistant               1988 to 1992 
Analyzed and prepared legal documents for filing, trial and depositions.  Cite checked briefs, provided 
investigative research and summarized depositions. 
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EDUCATION 
Juris Doctor                                 May 2016 
UNIVERSITY OF HAWAI‘I, MANOA             Honolulu, HI 
WILLIAM S. RICHARDSON SCHOOL OF LAW  
Activities:  2016 Hispanic Moot Court Competition; Constitutional Law Tutor for Ulu Lehua Scholars 
Certificates:  Environmental Law 

Native Hawaiian Law  
   
Bachelor of Arts, Economics                        December 1986 
UNIVERSITY OF CALIFORNIA, DAVIS                                   Davis, CA 
     
BAR ADMISSION 
State of Hawai‘i, November 2017 
United States District Court, District of Hawai‘i, November 2017 
 
MEMBERSHIPS 
American Bar Association 
Hawai‘i State Bar Association (“HSBA”) 
 
  



    

  

          
                
              
                

              
              

              
             

                
            

        
              

            
            

         
           

              
             

          
              

               
                

             
              

            
     

            
              

              
                

              
              

              
              

           
            

              
             

                 
               
         

              
               

            
   
  
     

   



             

               

        
                

               

             
               

            
              
   

           
             

      

          
               
               

              
               

         
              

   

  

        
                
               

           

             
         

           

 

           
              
     
              

            

            

            

   

            

               

        

       

        

         

         

  



  
     

   
     

  

      
      

              
              

              
              

            
             

             
               

            
              

    

      
      
             

             
            

            
           

             
              

         

      
     

              
         

          
        

       
      
              

           
            
          



      
      
           

               
            

         

      
      

               
           

       

 

          
        

           

      
    

      
 

    
    

    

    

    

    

    
      

    
   

   



   
            

 

             

                 

            

  

 

            

                 
       

         

                

           

                 
  

               
                

                
                 
      

               
              

     

             

                
        

           

                
   

              
                   

               
                
     

    

              



             

                
   

         

                 
                 

       

               

             

                  
              

                  
                 

        

                
                

                
                

                  
         

   

          

            

           

              
                  

      

               

             

                   
                   

                     
    

      

      

         

                    

               

 

         

           

  







Christopher Bock 

  

- 
• Kaimuki High School. 2705 Kaimuki Avenue, Honolulu, Hawaii  96816. 

Phone: 733-4900. Attended from 2010 to 2011. Graduated in 2011 
• Kalaheo High School. 730 Iliaina, Kailua, Hawaii  96734. Phone: 254-7900. 

Attended from 2007 to 2010 
• Attended Kapiolani Community College. 4303 Diamond Head Road , 

Honolulu, Hawaii 734-9000 
• Technology for Untapped Talent. 720 Iwilei Road, #101B 

Extracurricular 
Activities 

• Kaimuki High School Performing Arts Center (12th grade) - operated sound 
booth for drama productions. 

• Various volunteer work at Calvary By the Sea Lutheran Church 
• Winners Camp (Both as a camper and as a staff) 

Work Experience 
 
Calvary By the Sea Lutheran Church. 5339 Kalanianole Hwy, Honolulu, HI  96821. 
Phone: 377-5477. Title: Child care provider Job duties: Take care of young children 
while parents attend church services.  From 2007 to 2011 
 
Zippy’s Kahala. 134 Waialae Avenue, Honolulu, HI 96816. Phone: 733-3730. Title: 
Counter employee Job duties: Packing orders, phone answering, taking orders, 
cashiering, operating bakery, and various customer interactions. From 2011 to 2014 
 
Parents and Children together. 1485 Linapuni Street, Suite 109, Honolulu, Hawaii 
96819 Phone: 808.842.7093. Title: Program Assistant, Job duties: Various 
woodworking, designing, minor case management, paperwork, assisting client needs 
and teaching responsibilities.  From 2013-2019 
 
Volunteer Legal Services. 545 Queen Street, Suite 100,Honolulu, HI 96813, Phone: 
808-528-7046 Title: Intake specialist. Job duties: Conducting in person or telephone 
intakes to determine qualifications, screening applicants income and asset levels to 
determine eligibility for services, scheduling clients for services, communication with 
staff to coordinate and facilitate legal services  

Skills 
 
Friendly, good with people, able to work well in groups, good with computers.   
Proficient at PowerPoint, Microsoft Word, and Excel. Able to utilize varying 
power tools safely. Experienced at using computer design programs, CNC 
machines and laser cutters. Experienced at doing finish work on projects. 
Experienced with assisting teaching, teaching and monitoring classes. 
Experienced at writing and editing curriculum. Experienced at utilizing case 
management sites. Experienced with intake procedures. Experienced at case 
management procedures including contacting clients, determining eligibility, 
monitoring client’s status, scheduling and following up with clients.  

 
 

545 Queen Street ,Suite 
100 
Honolulu, HI  96813 
 



MARGO M. MUN  
1710 Punahou Street #1102 Honolulu, HI 96822 808.256.6711 margot mun@gmail.com 

 
PROFESSIONAL EXPERIENCE   
HEARTLAND PAYMENT SYSTEMS  
Territory & Relationship Manager, February 2010 – March 2019  
◆ Cold called, built rapport and maintained relationships with decision makers in State of Hawaii.  

◆ Identified and addressed client challenges proposing solutions to help meet their initiatives.  

◆ Analyzed detailed statements, created and presented proposals.  

◆ Coordinated detailed post-sale documents with high interaction among support teams.  

◆ Serviced clients by troubleshooting and solving technical issues.   

◆ Rookie of the Year 2011, Heartland Relationship Manager for Hawaii & Northern California. 

 

BLOOD BANK OF HAWAII  
Assistant Director of Donor Services, September 2005 – October 2006 

◆ Managed angels in Donor Services for nonprofit with demanding deadlines for a great cause. 

 

XEROX HAWAII  
Executive Production Printing Specialist, July 2000 – August 2005  
◆ Met annual quotas in challenging market with large production printing systems to various industries.  

◆ President’s Club, received recognitions annually and won local regional contests. 
 

BANK OF HAWAII  
Trust Sales Officer, Personal Banking Administrator, and Product Manager, April 1993 – June 2000  
◆ Launched banking new Bank of Hawaii products and services as Product Manager. 

◆ Managed and administered all Personal Bankers bank-wide; cultivated marketplace.   

◆ Established trust clients as Trust Officer for Hawaiian Trust investment management services.  

 

IBM CORPORATION  
Marketing Sales Representative, 1982 – 1993  
◆ My work ethics stem from IBM: Strive for Excellence and Provide Great Customer Service.  

◆ Rookie of the Year for Pacific Region in 1983 with 325% of Sales Goal, 100% Clubs. 

 

CORE COMPETENCIES  
 

◆ Reliable and consistent ◆ Energetic and outgoing  

◆ Detailed and organized ◆ 

 

Strong customer service 
   

 

EDUCATION  
 
University of Hawaiʻi – Kapiʻolani Community College, Legal Education Program GPA 3.9  
◆ Currently earning Certificate of Achievement – Paralegal Program target date: December 2022  

◆ Phi Theta Kappa Honor Society 

 

University of Southern California, Los Angeles, Bachelor of Science in Business Management 1977 
 
 

 

CONFIDENTIAL 
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School Garden Assistant  

 

 
PROFESSIONAL AFFILIATIONS 
Member, Healthcare Leaders Student Organization at National University 
Member, Mind & Body Wellness Student Organization at National University 
Member, International Students Association at National University  
Member, Student Virtual Veteran Organization at National University 
Member, Student Center for Student Engagement and Activities at National University  
 










