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PACIEIC Job Posting for Pacific Islands Institute, Ltd.
[ISLANDS Position: Administrative Assistant
INSTITUTE Status: Full-time Position available for immediate hire

Pacific Islands Institute is a local tour operator, meeting planner and destination management company
based in Kaimuki, O‘ahu specializing in heritage, cultural and eco-experiences inbound to Hawai‘i and
the other islands of the Polynesian, Melanesian and Micronesian Pacific. Founded in 1989, Pacific
Islands Institute (PII) works with nonprofit affinity groups such as museums, alumni groups and
environmental organizations as well as associations, businesses, and individuals, including kama‘aina
clients. Pll believes in giving back to local communities through its travel programs and has created
scholarships at the University of Hawai‘i, Kapi‘olani Community College and Hawai’‘i Pacific University.

Primary Function:

Reports to the General Manager and assists with projects to ensure efficient operations for the office.
Responsibilities are primarily administrative in nature, will require critical thinking skills, and involve
several office departments including Program Operations, Sales & Marketing, Accounting, Human
Resources, etc.

Job Responsibilities:
*  Provide customer service & manage flow of communication in office — answering phones, share
information with team as necessary and others as assigned, etc.

* Office organization — maintain office/program equipment as directed
*  Assist with files - filing, e-filing, scans, data entry, record keeping
» Draft correspondence, create tracking log templates, etc.

*  Assist Program Department with preparations for programs and group leader briefings as
needed (example — creating name tags, copying and collating for group folders, updating
resource information, etc.)

* Research potential resources & maintain resource files

* Assist with office event planning (example — annual Office Holiday Party in December)
* Assist with Sales and Marketing as needed

* Assist General Manager and President as needed

*  Other tasks as required

Required Experience/Skills:
* Administrative or related work experience
* Detail-oriented, strong organizational and time management skills

* Ability to manage multiple projects at the same time and work under pressure with deadlines



* Strong analytical skills and able to make good decisions and solve problems
* Positive, professional attitude

* Excellent oral and written communication skills

* Strong people skills, able to work well in teams and motivated self-starter

*  Proficient computer skills in Microsoft Office programs (Word, Excel, Outlook, etc.) as well as
Adobe Acrobat, Internet, etc.
* Interest in administrative work in a small office environment

Desired Experience/Skills
* Understanding or knowledge of Hawai‘i or the Pacific Islands preferred
¢ Knowledge of ‘Olelo Hawai‘i and/or Hawaiian culture preferred

* College degree preferred or High School graduate with 3+ years of experience

Salary:
Salary range $18-24 hour. Pay commensurate with work experience and qualifications.

Benefits:

Upon qualification, annual full-time benefits include health insurance, flexible spending plan,
vacation days, ten (10) paid holidays, five (5) sick days, bonus possibility based on company
performance and profit-sharing plan (upon meeting vesting requirements of the plan).

Apply:

Qualified candidates may send cover letter including salary requirement, resume with references
and a short writing sample (2-3 paragraphs) describing a past or future favorite travel destination to
Karen Lockwood at karen@pac-island.com by email only. Please no phone calls.



