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MELODY BUTAY DACANAY

mbutay@aol.com
94-1015 Waiopae Street Waipahu, HI 96797-5320                      
              (808) 258-1768 


SUMMARY OF QUALIFICATIONS
· Eleven years of experience in government relations.

· Self-motivated and highly organized and able to juggle many different types of tasks simultaneously.

EXPERIENCE
G.A. MORRIS, INC. Administrative Director, Nov 1998-Present.  
RADCLIFFE & ASSOCIATES, LLC. Administrative Director, Jan 2001-Present.  

CAPITOL CONSULTANTS OF HAWAII, LLP. Administrative Director, Jul 2004-Present.  

· Manage the day-to-day operation and implement office needs and functions.  
· Prepare and submit testimonies at the state legislature.  
· Monitor and examine legislative bills, reports, committee hearings, and conferences.  
· Review bills, committee reports, resolutions, and hearing notices.  
· Analyze and synthesize data to compose status reports, memorandum, and bill summaries.
· Coordinate legislative meetings, lunch/dinner functions as well as fundraising events. 
· Interface with lobbying clients, legislators, public officials, and constituency groups. 
LEASE DISCLOSURE SERVICES, INC. Administrative Director, Jan 2001-Present.  
· Develop leasehold summaries for different properties and handle realty materials.  
· Cultivate client relationships, increasing customer satisfaction and repeat sales.  
· Prepare end-of-the month profit and sales.
OFFICE OF STATE REPRESENTATIVE TERRENCE TOM. Committee Clerk, Dec 1997-Nov 1998.
· Oversaw the House Judiciary Committee in an efficient and effective manner.  
· Synthesized the activities of the committee by preparing the committee members and attorneys.  
· Attended majority caucus, committee hearings, and conference meetings.  
· Addressed the concerns of state and city departments/agencies, constituents, citizen groups, and concerned organizations.  
Legislative Assistant, Jan-Apr 1997.
· Proofread committee reports, hearing notices, and conference committee meeting minutes.  
· Consulted and met with constituents concerning legislative business and process.
· Brailed committee reports, bills, speeches, memos, testimonies, comparison sheets, and correspondences.  
STATE REPRESENTATIVE TERRENCE TOM’S CAMPAIGN FOR SENATE. Campaign Coordinator, Jun -Sep 1998.  
· Oversaw the implementation of campaign events. 
· Coordinated activities such as fundraising, community hour, door-to-door canvassing, sign waving, friend-to-friend card signing, and coffee hour with voters and volunteers.  
· Wrote memorandums, letters, and campaign strategy materials.  
· Attended meetings with labor union members and neighborhood board meetings.  
· Recruited and motivated volunteers through leading by example. 
STATE JUDICIARY. Personnel Clerk, May-Nov 1997.  
· Processed job applications for civil service positions, administered exams to applicants, and dealt with applicants’ problems.  
· Helped tackle the distress of the various courthouses regarding vacant critical positions.  
· Prepared advertisement for job openings in newspapers.  
UNIVERSITY OF HAWAII PROFESSIONAL ASSEMBLY. Legislative Assistant, Jan-Apr 1997.  
· Tracked and summarized legislative bills and resolutions.  
· Wrote weekly reports on the status of bills pertaining to the organization.

HICKAM AIR FORCE BASE ARTS AND CRAFTS (MWR SERVICES). Frame Technician, Jul 1993-Jan 2003 (Part Time).  
· Honed an aesthetic sense that balances function and design. 

· Artistically matched various mat colors and frame styles sensitive for artwork as well as pictures.

· Operated different types of machinery and tools to build frames.  
· Prepared inventory, end-of-the-month profit and sales, and nightly paperwork.  
· Handled register transactions.

CONGRESSMAN NEIL ABERCROMBIE’S CAMPAIGN. Volunteer, Sept-Nov 1996.  
· Canvassed election votes and sign-waved for district.

· Organized and mailed fundraising tickets and friend-to-friend cards. 

McKINLEY HIGH SCHOOL. Volunteer Tutor, Sep 1995-Jun 1996.  
· Tutored athletes to attain the minimum grade point average to participate in sports.

· Helped students to achieve excellence and improve their quarterly grades.

WET SEAL. Salesperson, Nov 1991-Jan 1992.  
· Provided customer service.  
· Helped customers make their selection and suggested additional merchandise to compliment their selection and build sales.  
· Assisted in the merchandising through the dressing of windows.  
· Worked with other salespeople to keep department neat, safe and stocked.  
· Handled register transaction and other procedures.

EDUCATION

Bachelor of Arts with a major in English and minor in Speech, University of Hawaii at Manoa, December 1996.
