HAWAIL + LOS ANGELES + SAN FRANCISCO + NAPA VALLEY
SAN DIEGO + ORANGE COUNTY + LAS VEGAS + NEW YORK

PROJECT CO-ORDINATOR | HAWAII

Insider Experience is a boutique DMC that delivers innovative and custom-designed incentive and corporate
programs across the United States.

This is an opportunity to join our growing team in a role where you will contribute to our operations and work
with our Project Management team to assist in nurturing client relationships and support the operations of all
programs, both in Hawaii and on the mainland. This role plays a critical support function to Project Managers
across all destinations. Ideal for someone with strong operational skills, high attention to detail, and the ability
to juggle many moving pieces. This is a work from home position.

Location: Hawaii-based role supporting programs across Hawaii and the mainland

A snapshot of the role:

Assist with event production by supporting the Project Managers during sales handover, pre-planning,
logistics coordination, and onsite support

We are clear innovators and take pride in our high level of client service. Responsible for the execution
of the important details, and the anticipation of needs to ensure our clients sing the praises about our
service.

Assist the project team with budgets, negotiate with suppliers, maximize efficiencies, and perform
applicable administration and reporting

Operational management to include assistance with all program run sheets, invoicing and vendor
management

Track and organize large volumes of program details.”

Ensure no tasks fall through the cracks.”

Prepare and maintain detailed program documentation

Work collaboratively with IE team to create unique and captivating program proposals and
presentations

Research, develop, and maintain relationships with hotel partners and suppliers

Responsible for remaining knowledgeable of current industry and destination trends for innovative
service offerings

Preform other duties and responsibilities as required

Required Skills & Attributes

Strong knowledge of the Hawaii Islands with a minimum of two years experience within an operational
role

Moderate to advanced excel skills

Incentive program and / or DMC experience will be highly regarded
Transportation management experience highly valued

Strong communication skills

Ability to support multiple Project Managers and programs simultaneously
Ability to “ramp up” work hours in the lead-up to onsite programs

Ability to work under pressure and within tight deadlines

Flexibility to manage workload across the work week to meet client demands
Excellent time management skills

Ability to adjust work hours as required

Able to work independently but within a team structure



HAWAIL + LOS ANGELES + SAN FRANCISCO + NAPA VALLEY
SAN DIEGO + ORANGE COUNTY + LAS VEGAS + NEW YORK

Salary & Benefits:

e Salary and benefits commensurate with experience

e Career growth into Project Manager role for high performers

e Ability to work from home

e Work-life balance and flexibility provided.

e Company is well established in DMC market, but boutique nature allows you to contribute to the
direction and development of this entrepreneurial company

e Thisis a full time position

Please submit your letter of interest, salary expectation and your resume to the following email
info@insiderexperience.com




