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Job Posting for Pacific Islands Institute, Ltd.

Position: Program Coordinator

Status: Full-time Position (Non-Exempt) available for immediate hire

Pacific Islands Institute is a local tour operator, meeting planner and destination management
company based in Kaimuki, O‘ahu. We specialize in creating unique educational opportunities
for group travel, with a focus on providing interactive 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 a variety of organizations spanning the private
and public sector, including academic institutions, community groups, museums, alumni
associations as well as several local and international nonprofit organizations. We strongly
believe in giving back to the local communities through our travel programs and have
established scholarships at the University of Hawai‘i, Kapi‘olani Community College and
Hawai‘i Pacific University.

Primary Function:

Primary responsibility is to coordinate and deliver successful travel programs, working within the
company’s Program Operations Department. Directly reports to the General Manager.
Responsible for executing administrative and operational tasks, coordinating logistical details for
programs to ensure high quality experiences for our guests.

Job Responsibilities:

e Coordinate all logistics and arrangements pertaining to assigned programs. Performs a
variety of administrative tasks, which includes preparing program materials, payment
letters, supplies, initiating new documents and/or revising materials as necessary (e.g.
itinerary, activity reports, group leader files, etc.), and updating internal track systems
accordingly.

e Prepare and process confirmations for program activities (hotels, restaurants,
instructors, activity providers, excursions etc), draft correspondence, maintain constant
communication and follow up with vendors. Handle changes in program administration
which include cancellations, processing requests, communication with guests, etc.

e Set up and attend meetings: briefing and debriefing group leaders/tour escorts, soliciting
feedback for program improvements. Document meetings for internal files and team
communication. Track program evaluations and make recommendations/changes where
necessary to improve program quality and maximize the group’s experience.

e Communicate with clients, respond to inquiries by program participants. Review and
update programs in client’s online system.

e Develop and maintain program materials and resource files. Consistently maintain, track,
and order program supplies as needed.

e Request proposals and rates from vendors. Draft/update program budgets and internal
databases as needed. Research potential program resources.

e Participate in meetings, work on collective and individual goals with supervisor. Improve
team efficiency by being a good communicator and responsible team player.
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Meet and greet the group on site as needed. Be available to Group Lead where
necessary; may be required to travel to check on the quality of programs and/or source
new vendors as needed.
Assist with new projects as required by supervisor, including but not limited to Sales and
Marketing requests and other company initiatives.
Other projects and duties as assigned.

Required Experience/Skills:

At least three years’ experience in project coordination/management, administrative
support and/or combination of relevant work experience.

Must be detail-oriented and have strong organizational and time management skills.
Possess the competency to effectively manage and implement multiple projects while
maintaining professionalism and a positive attitude; must be able to meet deadlines, is
flexible and able to perform well in a dynamic work environment.

Possess a solid work ethic, strong analytical skills, is a problem solver and creative
thinker.

Must have excellent oral and written communication skills

Must be customer-oriented and have great people skills.

Must be a motivated self-starter and responsible team player. Takes pride in producing
guality work, is diligent in keeping on task and goal-oriented.

Willingness to adapt to learn new skills and systems.

Proficient computer skills in Microsoft Office programs (Word, Excel, Outlook, etc.) as
well as Adobe Acrobat, Internet, etc.

Must be fully vaccinated for Covid including booster if applicable.

Desired Experience/Skills

Strong understanding and working knowledge of Hawai'‘i, and/or the Pacific Islands
region and culture

Familiarity with the travel and tourism industry

Experience and working knowledge in using social media and other communication
platforms

Bachelor’s Degree preferred

Salary:
Pay commensurate with work experience, education and qualifications.

Benefits:

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).

How to Apply:

Interested and qualified candidates must send a cover letter and resume (including three
references) to Karen Lockwood at karen@pac-island.com. Applications will be accepted on
a rolling basis until the position is filled.



