
 
 

Job Posting for Pacific Islands Institute, Ltd. 
 
Position: Sales Manager  
Status:  Full Time Position, Exempt  
 
Pacific Islands Institute is a local tour operator, meeting planner and destination management company based in 
Kaimukī, 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`āina clients.  PII 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.  For more company information, visit 
www.ExplorethePacific.com. 
 
Primary Function: 
Reports to Vice President of Sales to assist with sales, budgeting, proposals, and client relations as part of the 
company's growth, business development and management.   
 
Job Responsibilities: 

• Must have or work to develop familiarity and working knowledge about PII’s tour products and 
destinations 

• Build new sales proposals, develop budgets and create contracts, negotiate program pricing for new and 
existing clients as assigned 

• Create/update budgets for series and repeat programs for existing clients as assigned 

• Develop, organize, and update sales support tools and practices 

• Liaise with clients 

• Identify prospective customers – lead generation  

• Research potential new partners, vendors, suppliers to develop new itineraries, or enhance existing 
itineraries 

• Request and negotiate vendor rates and contracts for ad-hoc programs 

• Generate Payment letters and/or invoices with respect to client and/or supplier contracts 

• Assist and Collaborate with Program Operations team 

• Potentially oversee/manage a sales coordinator 

• Other tasks as required  
 
Requirements and Desired Experience/Skills: 

• Detail-oriented 

• Strong organizational and time management skills 



• Ability to manage multiple projects at the same time 

• Ability to work under pressure and meet deadlines 

• Strong analytical skills and ability to make strategic decisions 

• Positive, professional attitude with strong ethical standards as information is proprietary 

• Excellent oral and written communication skills 

• People skills, team player and motivated self-starter 

• Interpersonal skills and ability to build strong networks and relationships 

• Proficient computer skills in Microsoft Office programs (Word, Excel, Outlook, etc.), use of internet  

• Familiarity with social media platforms and marketing programs (Mail Chimp etc.) a plus  

• Must be willing to work with a flexible schedule including some evenings and weekends 

• At least three years or more of sales experience or relevant work  

• College degree, Business or Travel Industry major preferred  

• Strong understanding or knowledge of Hawai`i or the Pacific Islands 

• Knowledge of ʻŌlelo Hawaiʻi and/or Hawaiian culture preferred  

• Must be fully vaccinated for Covid including booster if applicable.  

 
Salary & Benefits: Salary commensurate with experience and qualifications.   
 
Benefits: 
Annual full time benefits include health insurance, flexible spending plan, vacation days, ten (10) paid holidays, 
five (5) sick days per calendar year, 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 resume, references, and salary requirement to Karen 
Lockwood at karen@pac-island.com by email only.  Please no phone calls.  


