VISITORS & CONVENTION BUREAU ™

| HAWAI

Job Title: Specialist, Integrated Communications
Work Location: 2270 Kalakaua Avenue

Honolulu, Hawai‘i 96815

Position Type:  Full-time; Non-Exempt (On-Site)
Reports To: Managing Director, Integrated Communications

SUMMARY

This role is the operational backbone of the Integrated Communications department. The ideal candidate keeps
complex, multi-stakeholder communications programs moving by owning the systems, calendars, and intake processes
that allow the broader team to focus on strategy and execution rather than coordination.

Day-to-day, this person manages the end-to-end workflow of communications projects for the company, drafts and
routes content across the Public Relations and Government Contracts departments and manages the administrative load
that keeps the broader department programs running without friction. They are equally comfortable in working in digital
workflow management tools and delivering strong written assignments.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Coordinate and facilitate the intake process for all communications work, ensuring projects move efficiently
through required system workflows and approvals in a timely manner

Maintain and update a comprehensive communications calendar to support enterprise-wide visibility
Support Integrated Communications department programs by coordinating project logistics and collaborating
with external partners to facilitate timely execution of initiatives

Draft, review, proofread content for distribution

Coordinate and facilitate approval routing process in accordance with established workflows and procedures
Review communications materials for consistency with established brand voice and tone standards and for
clarity and readability across diverse audiences

Perform administrative and operational support duties across projects including routing contracts, processing
invoices, preparing, and routing required forms, and coordinating travel itineraries

Perform other tasks and duties as assigned or deemed necessary.

CORE ACCOUNTABILITY

Support the administration and maintenance of the enterprise workflow management system and assist with
process enhancements and system improvements

Use platforms like Outlook, Teams, Asana to coordinate, track, and support the execution of internal and
external communications activities

Support Integrated Communications team in maintaining and contributing to broader enterprise initiatives
Help drive new enterprise-wide communications standards and processes

Participate in cross-functional projects as assigned and provide communications coordination and support.

To perform this role successfully, an individual must be able to perform the essential duties described above. The
qualifications listed are representative of the knowledge, skills, and abilities required. Reasonable accommodations may
be made to enable qualified individuals with disabilities to perform the essential functions of the position.



MINIMUM QUALIFICATIONS
Education

e Bachelor’s Degree in Communications, Public Relations, Marketing, Journalism, Media, Public Administration, or
a related field preferred. Relevant professional experience may be considered in lieu of degree.

Skills and Knowledge

e Ability to manage multiple assignments, maintain diligence, exercise sound judgment, and work effectively in a
deadline-driven environment

e Strong critical thinking and problem-solving capability

e Collaborator who can work effectively across multiple teams

e Communicates clearly and concisely across oral, written, editing, and proofreading contexts and formats

e Knowledge of the Hawaiian Islands and Hawaiian culture

Experience

e Minimum of two (2) years of relevant experience in communications, media, public relations, content creation,
or marketing

e Experience in government relations, tourism, hospitality, or membership-based destination marketing
organizations

e Experience with workflow management tools (such as Asana, Wrike, Workfront, Monday.com)

e Experience working within structured multi-level approval processes

DESIRED QUALIFICATIONS

e Sensitivity to cultural and linguistic content accuracy, including an understanding of or willingness to learn
Hawaiian language diacritical standards (‘okina and kahako)

WORKING CONDITIONS
Work Environment

e Professional office environment.

Work Hours

e Full-time; non-exempt position. Regular and predictable attendance is an essential requirement of this role.
e Work hours may occasionally extend beyond standard business hours, including evenings or weekends, as
necessary to fulfill the responsibilities of the position.

Physical Demands

e Ability to sit, stand, and walk for extended periods.
e Ability to attend events and meetings that may require prolonged standing or movement.
e Ability to lift and carry materials to approximately 25 pounds on an occasional basis.

Physical Requirements

e Ability to meet the physical demands outlined above with or without reasonable accommodation.

SALARY RANGE: $55,000-572,000 per year. Commensurate with experience



COMPREHENSIVE BENEFITS PACKAGE INCLUDES:

e Medical, Dental, and Vision Insurance.

e Paid Vacation & Sick Leave

e Employer-Paid Life Insurance

e Company-Contributed Long-Term Care Coverage

e Long-Term Disability Coverage

e 401 (k) Retirement Plan with Company Match and Safe Harbor Contribution

EQUAL EMPLOYMENT OPPORTUNITY

Hawai‘i Visitors & Convention Bureau is an Equal Opportunity Employer. We are committed to creating a diverse,
inclusive, and respectful workplace and do not discriminate on the basis of race, color, religion, sex, sexual orientation,
gender identity or expression, age, national origin, ancestry, disability, genetic information, marital status, veteran
status, or any other status protected by applicable federal, state, or local law.

REASONABLE ACCOMMODATION (ADA)

Hawai‘i Visitors & Convention Bureau is committed to providing reasonable accommodations to qualified individuals
with disabilities in accordance with the Americans with Disabilities Act and applicable state law. Applicants who require
reasonable accommodation to participate in the application or interview process may contact Human Resources for
assistance.

JOB DESCRIPTION DISCLAIMER / MANAGEMENT RIGHTS

This job description is intended to describe the general nature and level of work performed by individuals assigned to
this position. It is not intended to be an exhaustive list of all the duties, responsibilities, or qualifications.

Hawai’i Visitors & Convention Bureau reserves the right to modify, revise, or eliminate duties, responsibilities,
qualifications, and working conditions of this position at any time, in accordance with business needs and applicable law.



