
 

January 24, 2020
Department Location Job. # Job Title Status # of Vac E/NE Salary Job Opening Date

 Lāna‘i Estates  Lāna‘i 18-51 Houseman FT 2 NE Hourly 10/29/2019
 Lāna‘i Estates  Lāna‘i 18-52 Houseman C 1 NE Hourly 10/29/2019
 Lāna‘i Estates  Lāna‘i 18-53 Lead Estate Engineer FT 1 NE Hourly 10/29/2019

Development & Construction Honolulu 19-20 Assistant Project Manager FT 1 E Salary 3/8/2019
Koele Retreat Landscaping Lāna‘i 19-41 Irrigation Technician FT 1 NE $18.36 7/5/2019

 Lāna‘i Estates Lāna‘i 19-48 Director of Estate Operations FT 1 E Salary 10/29/2019
Sports Complex Lāna‘i 19-60 Recreation Center Assistant C 1 NE Hourly 8/23/2019

Fleet Maintenance Lāna‘i 19-72 Fleet Lot Assistant FT 1 NE Hourly 9/20/2019
Lāna‘i City Bar & Grille Lāna‘i 19-77 Cook II FT 1 NE Hourly 10/4/2019

Security Lāna‘i 19-85 Security Officer C 1 NE Hourly 10/24/2019
Fleet Maintenance Lāna‘i 19-86 Fleet Lot Assistant FT 1 NE Hourly 11/7/2019

Hotel Lāna‘i Lāna‘i 19-89 Front Desk Clerk C 1 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-90 Executive Driver FT 3 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-91 Elite Greeter FT 5 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-92 Aircraft & Vehicle Detailer FT 5 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-93 Line Service Staff FT 6 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-94 Line Service Supervisor FT 1 NE Hourly 11/7/2019
Lāna‘i Air Honolulu 19-96 Reservations Sales & Logistics Coordinator PT 1 NE Hourly 11/7/2019
Finance Honolulu 19-101 Director of Finance - Hospitality & Retail FT 1 E Salary 11/26/2019

Lāna‘i Builders Lāna‘i 19-102 Superintendent FT 1 E Salary 11/26/2019
Koele Retreat Landscaping Lāna‘i 19-104 Landscape Worker I FT 2 NE $15.48 12/9/2019
Koele Retreat Landscaping Lāna‘i 19-105 Landscape Worker II FT 2 NE $15.66 12/9/2019
Koele Retreat Landscaping Lāna‘i 19-106 Landscape Worker III FT 2 NE $18.36 12/9/2019

Lāna‘i City Bar & Grille Lāna‘i 19-109 Hostess C 1 NE Hourly 12/13/2019
Koele Retreat Landscaping Lāna‘i 19-110 Landscape Worker III FT 1 NE $18.36 12/23/2019

Lāna‘i City Bar & Grille Lāna‘i 19-111 Dining Assistant PT 1 NE Hourly 12/23/2019
Theater Lāna‘i 20-01 Theater Attendant C 1 NE Hourly 1/3/2020
Facilities Lāna‘i 20-02 Multi-Family Resident Manager FT 1 E Salary 1/10/2020

Sculpture Garden Lāna‘i 20-03 Sculpture Conservation Technician PT 1 NE Hourly 1/17/2020
Hotel Lāna‘i Lāna‘i 20-04 Front Office Clerk FT 1 NE Hourly 1/17/2020

Theater Lāna‘i 20-05 Theater Attendant C 1 NE Hourly 1/17/2020
Island Ops - Civil Landscaping Lāna‘i 20-06 Plant Health Technician FT 1 NE $18.36 1/17/2020

Koele Retreat Landscaping Lāna‘i 20-07 Landscape Worker III FT 1 NE $18.36 1/24/2020

             C= Casual   T= Temporary   FT= Full Time   PT= Part Time  

 

Applications for posted positions with expired dates are still accepted however will be considered late.

 

For immediate consideration please forward your applications at Human Resources - Central Services 



         
 

 

Job Summary For 
Job Vacancies posted January 24, 2020 

 
 

Houseman 
Number of Vacancy (ies):  2 Full Time, 1 Casual 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  This position is responsible for the heavy housework with the Estates residences to maintain 
the highest quality cleaning services and ensure principals’ residences and all other associated properties meet 
the highest standards of cleanliness possible.  Duties of the Houseman include, but are not limited to maintaining 
the cleanliness of the exterior structures, windows, walkways, patios, garage & parking areas, pool decks, 
exterior furniture, etc.  Maintains and checks house propane levels and coordinates the filling of the tanks.  Assist 
Housekeeping as requested by Estate Management with heavy lifting including furniture relocation, loading 
and unloading containers, shipments and deliveries.   

 
JOB REQUIREMENTS:  Previous experience in estate operations (building maintenance such as carpentry, 
plumbing, electrical, landscaping, housekeeping, stewarding, security, etc.), preferred.  Must have a high 
school degree or equivalent.  Current State of Hawai’i Driver’s License, preferred.  Must be a highly motivated 
self-starter with excellent interpersonal skills with the ability to inspire confidence and professionalism to 
customers.  Must relate well with employees, vendors, and customers.  Ability to be on call and participate in 
24-hour radio/ phone rotations, which may result in additional compensation as required by law.  Must be able 
to work flexible shifts of morning and evenings along with weekends and holidays.  Must have good 
organizational skills and be able to prioritize and handle multiple tasks demonstrating good time management.  
Must be familiar with cleaning standards.  Must be able to work independently or as part of a team.  Must have 
high energy level and stamina along with the ability to exhibit attention to details.  Must be able to lift and or 
move up to 75 lbs of force occasionally and/ or 50 lbs frequently and 25 lbs constantly. 

 
 

Lead Estate Engineer 
Number of Vacancy (ies):  1 Full Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  The Estate Engineer is responsible for assisting the Estate Manager to execute, control and 
complete specific projects ensuring consistency with company strategy, commitments and goals.  This position 
ensures that projects are completed at the highest quality standard and are completed timely, cost efficiently 
and with minimal liability.  Directly responsible for implementing a preventive maintenance program on all 
heating, air conditioning, refrigeration, plumbing and electrical as well as maintenance and repair of buildings 
and equipment.  Must participate in and contribute to the development of a response program, particularly in 
the areas related to response during and after seismic events.   
 
 
 
 
 
 



    

 

JOB REQUIREMENTS:  Must have a combined 5-10 years commercial building engineering, construction 
management or facilities management experience.  Previous experience in estate operations (building 
maintenance such as carpentry, plumbing, electrical, landscaping, housekeeping, stewarding, security, etc.), 
preferred.  Ability to be on call afterhours should issues arise and participate in 24-hour radio/ phone rotations.  
Must have a valid State of Hawaii Driver’s License.  High School degree or equivalent, required.  C-40 
Refrigeration Contractor license, preferred.  EPA Section 608 HVAC Type I, II, & III, preferred.  Electrical 
Certification, preferred.  Ability to write routine reports and correspondence.  Ability to complete problem 
identification and resolution.  Requires written and verbal communication and excellent organizational skills.  
Requires relating to people (employees, vendors, customers and others) in a friendly and professional manner.  
Must be able to work flexible shifts of mornings & evenings, along with weekends & holidays. 

 
 
 

Assistant Project Manager 
Number of Vacancy(ies):  1 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  Pūlāma Lāna`i has an active program of projects to manage on Lāna`i. The DEV/CON 
team is responsible for guiding all of the projects and managing them on time and within budget. The Assistant 
Project Manager will work with either the Director of DEV/CON or the SVP of DEV/CON to coordinate and 
accomplish necessary project tasks and requirements.  The Assistant Project Manager is responsible for bringing 
strong attention to detail to the project process along with the ability to assist and manage the technical aspects 
of projects for the Development & Construction team. This position will analyze a wide spectrum of technical 
project documents with an eye towards achieving the best cost value and ensuring compliance with state and 
federal laws.  
 
JOB REQUIREMENTS:  BS Degree in Architecture, Construction Administration or Engineering.  Requires a 
minimum of three years previous design, construction or development experience.  Must be proficient in 
Outlook, Word, Excel, Adobe Acrobat Professional and BlueBeam.  Knowledge of PowerPoint and MS Project 
preferred.  Requires excellent written and verbal communication and organizational skills.  Requires ability to 
handle multiple projects in various stages of development.  Excels in a high-paced work environment.  Requires 
working to established procedures and maintaining reliable work attendance.  Requires relating to people in a 
friendly and professional manner.  Able to think and make effective decisions quickly.  Ability to create 
effective working relationships with people.  Must be able to maintain a positive attitude and work under 
pressure.  Must be adaptable and remain calm under pressure.  Must possess a valid driver’s license. 

 
 

 
Irrigation Technician 

Number of Vacancy (ies):  1 Full-Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Under limited supervision, performs the more intricate installation work of irrigation 
pipes and other components and performs various landscape irrigation adjustment functions.  Operates 
all equipment and hand tools.   Works with the Supervisor and is responsible for oral/written reports on 
activities assigned by Supervisor.  
 
JOB REQUIREMENTS:   Three to five years previous experience in landscape irrigation installation and 
equipment operation.  Must have current State of Hawai‘i Driver’s license.  Must be able to regularly lift 
and/or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Requires relating to 
people in a friendly and professional manner.  Requires working to established procedures and 
maintaining reliable work attendance.  Requires verbal communication skills and ability to follow oral 
and written instructions.  Able to think and make effective decisions quickly.  Ability to create effective 
working relationships with employees.  Must be able to maintain a positive attitude and work under 
pressure. 



 

Director of Estate Operations 
Number of Vacancy (ies):  1 Full Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Primarily responsible for overall management of the Lāna’i Estates staff and 
overseeing the Guest Services and Asset Management for multiple private residences and other assets.  
Oversees the activities of Lāna’i Estates staff engaged in all phases of care and maintenance of the 
residences as well as delivery of appropriate levels of guest service for the owner, personal guests, business 
guests and contractors.  The Director position is responsible for ensuring that the team delivers a highly 
detailed level of maintenance, cleanliness and guest experience.  This position has budget management 
oversight and is tasked with ensuring that sound judgement decisions are made being respectful of the 
owner’s financial resources.   
 
This position can be a “working” position at times, where the Director is expected to be actively involved 
in working with the Team and managing projects.  The position requires flexibility in schedule and a 
dedication to service delivery and a high level of commitment.  An important aspect of this position is to 
be a positive role model and mentor for the staff and to guide and train them on owner’s standards.   
JOB REQUIREMENTS:  Estate hospitality experience or equivalent service industry experience, required.  
Must be proficient in Outlook, Word and Excel. Must be able to work flexible shifts of mornings & evenings, 
along with weekends & holidays.  Ability to be on-call and participate in 24 hour radio/ phone rotations.  
Must have high energy level and stamina along with the ability to exhibit attention to details.  This position 
interfaces with Pūlama Lāna’i, Four Seasons and Ownership on a regular basis.  As a result, this position 
requires skill in collaboration and relationship management with multiple parties.  Due to complex work 
environment, must be able to recognize potentially dangerous or hazardous conditions, adapt and find 
creative solutions to operations.  Must be able to work independently and lead a team.  Must have 
current State of Hawaii Driver’s License.  
 
 

 

Recreation Center Assistant 
Number of Vacancy(ies):  1 Casual 
Location:  Lāna`i City 
 
JOB RESPONSIBILITIES:  Responsible for Lifeguard duties and related tasks at the Community Swimming Pool.  
Under the direction of the Recreation Center Manager, exercises personal initiative, judgment and 
management techniques in operation of the pool facilities to ensure that all activities at the swimming pool are 
conducted in a safe, friendly, and professional manner.  Able to give emergency care if necessary. 
 
JOB REQUIREMENTS:  Must possess a current Red Cross CPR/AED Certificate, Red Cross Lifeguard Training 
Certificate and First Aid Certification.  Must possess a valid State of Hawaii Driver’s License.  Excellent 
communication and people skills, required.  Requires working to established procedures and maintaining 
reliable work attendance.  Able to think and make effective decisions quickly.  Must be able to maintain a 
positive attitude and work under pressure.  Must be able to regularly lift and/or move up to 25 pounds and 
occasionally lift and/or move up to 100 pounds.    

 
 

Fleet Lot Assistant 
Number of Vacancy (ies):  2 Full Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Assists with ensuring that all Company Fleet (vehicles, trucks & equipment) are 
properly cleaned, fueled, fluid levels checked and other maintenance tasks such as checking tire 
pressure, wheel alignment, etc., and any required adjustments are made.  Maintains records on 
maintenance activity performed on vehicles. 



    

 

 
JOB REQUIREMENTS:  Must possess a current State of Hawaii Driver’s License.   Must have or be able to 
obtain forklift certification and Aerial Lift/ Scissor Lift Certification.  Knowledge in basic vehicle 
maintenance, preferred.  Six months to one year experience in auto detailing, preferred.  Must be able 
to regularly lift and/ or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Requires 
relating to people in a friendly and professional manner.  Requires working to established procedures and 
maintaining reliable work attendance.  Requires verbal communication skills and ability to follow oral and 
written instructions.  Able to think and make effective decisions quickly.  Ability to create effective working 
relationships with employees.  Must be able to maintain a positive attitude and work under pressure. 
 
 

Cook II 
Number of Vacancy (ies):  1 Full Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Assists Chef and Cook with preparation of hot sauces, soups broths, stews, braised, 
sautéed and roasted meats, fish and poultry.  Prepares cold meats and cooks vegetables.  Assists with 
expediting food orders for the shift to include entire hot line, pantry and dessert stations.  May assist with 
preparing desserts, pastries, confections, and ice cream.  Assists with cutting, trimming, and preparing specific 
portions of meats, fish, and fowl for various cooking methods.   
 
JOB REQUIREMENTS:  One to two years previous training and/or experience as a cook in a restaurant, 
required.  Must have a current TB Clearance.  Must be able to regularly lift and/ or move up to 25 pounds 
and occasionally lift and/or move up to 50 pounds.  Requires relating to people in a friendly and 
professional manner.  Requires working to established procedures and maintaining reliable work 
attendance.  Requires verbal communication skills and ability to follow oral and written instructions.  Able 
to think and make effective decisions quickly.  Ability to create effective working relationships with 
employees.  Must be able to maintain a positive attitude and work under pressure 
 

 
Landscape Worker I 

Number of Vacancy (ies):  2 Full Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Under limited supervision, performs various basic tasks in the upkeep of the 
beautification of parks and city area grounds. Works with various hand tools such as hand trowels, garden 
shears, handweeders, hedge trimmers, etc.  Performs other work (lifting, picking up rubbish or debris, irrigation, 
etc.).  Operates non-riding mowers, weed whacker and does general PVC irrigation pipe connections and 
repairs. 
 
JOB REQUIREMENTS:  Requires landscaping and/or groundskeeping experience, preferred.  Must be able 
to regularly lift and/ or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Requires 
relating to people in a friendly and professional manner.  Requires working to established procedures and 
maintaining reliable work attendance.  Requires verbal communication skills and ability to follow oral and 
written instructions.  Able to think and make effective decisions quickly.  Ability to create effective working 
relationships with employees.  Must be able to maintain a positive attitude and work under pressure. 

 
 
 
 
 
 
 



 

 
Security Officer 

Number of Vacancy(ies):  1 Casual 
Location:  Lāna`i City 
 
JOB RESPONSIBILITIES:  Maintains safe and secure environment for tenants by patrolling and monitoring 
premises.  Patrols premises to prevent and detect signs of suspicious or unusual activity.  Investigates and 
reports hazards, unusual or suspicious circumstances. 
 
 
JOB REQUIREMENTS:  Two to three years previous experience as a Security Guard or in law enforcement, 
required.  Must have valid Hawaii State Guard Certification Card.  Must have a valid Hawaii Driver’s 
License.  Must have current CPR/ First Aid Certification.  Requires relating to people in a friendly and 
professional manner.  Requires working to established procedures and maintaining reliable work 
attendance.  Able to think and make decisions quickly.  Ability to create effective working relationships 
with people.  Must be able to maintain a positive attitude and work under pressure.   
 
 
 

Front Desk Clerk 
Number of Vacancy (ies):  1 Casual, 1 Full-Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Responsible for performing cashiering, guest check-in and check-out, retail sales and 
other related guest services at the Front Desk.  Coordinates special requests, excursions and activities, and hotel 
and dining reservations for hotel guests. 

 
 
JOB REQUIREMENTS:  Previous experience in hotel front office operations, preferred.  Previous experience with 
computer operations and general accounting practices, desirable.  Must be proficient in Outlook, Word, and 
Excel.  Must have a valid State of Hawaii Driver’s License.  Requires relating to people in a friendly and 
professional manner.  Requires relating to people in a friendly and professional manner.  Requires working to 
established procedures and maintaining reliable work attendance.  Requires verbal and written 
communication skills and ability to follow oral and written instructions.  Able to think and make effective 
decisions quickly.  Ability to create effective working relationships with employees.  Must be able to maintain a 
positive attitude and work under pressure.   

 
 
 

Executive Driver 
Number of Vacancy (ies):  3 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  Responsible for transporting the Four Seasons guests between the Honolulu International 
Airport and the Lāna‘i Air Hangar.  The executive driver is required to provide guests with authentic Hawaiian 
hospitality experience during their travel on Lāna‘i Air.  Communicates effectively with aircraft operator, ground 
support, in Honolulu to ensure accurate communication of details for the guest arrival, departure and transfer.  
Must perform pre-shift check list including checking vehicle brakes, tires, windshield wipers, lights, oil, fuel and 
water supply.  Must conduct daily vehicle inspections and make operational checks, pre-trips and post-trips. 

 
 
 
 
 
 
 



    

 

JOB REQUIREMENTS:  Must have a valid State of Hawaii Driver’s License.  Must be able to obtain an AOA badge 
and ramp license from the State of Hawai‘i Department of Transportation.  Must have a High School Diploma 
or equivalent.  Experience in the Hospitality Industry, specifically with a high end resort guest, highly 
recommended.  Proficiency in Outlook, Word, Excel, Internet and other applicable software a plus.  Must be 
fluent in English, both verbal and written.  Bilingual is preferred, but not required.  Requires the highest level of 
professionalism and hospitality when interacting with the Four Seasons guest.  Requires relating to people in a 
friendly and professional manner.  Requires relating to people in a friendly and professional manner.  Requires 
working to established procedures and maintaining reliable work attendance.   Must be detail oriented.  
Requires verbal and written communication skills and ability to follow oral and written instructions.  Able to think 
and make effective decisions quickly.  Must thrive in a fast-paced environment and willing to lend a helping 
hand.  Able to create effective working relationships with other employees and third party vendors.  Must be 
able to problem solve and identify resources when faced with irregular operations. 

 
 

Elite Greeter 
Number of Vacancy (ies):  5 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  The Elite Greeter is the first contact that the Four Seasons guest meets when arriving at 
the Honolulu airport.  This member provides the guest with the first impression of Lāna‘i Air.  The greeter handles 
all guest interactions with the highest level of hospitality and professionalism, noting special requests and sharing 
information with the logistics team to ensure that the guest has an exceptional vacation at the Four Seasons 
Lāna‘i.  Greet guests individually and assist with passenger boarding and loading luggage, as needed. 

 
JOB REQUIREMENTS:  Must have a valid State of Hawaii Driver’s License.  Must be able to obtain an AOA badge 
and ramp license from the State of Hawai‘i Department of Transportation.  Must have a High School Diploma 
or equivalent.  Experience in the Hospitality Industry, specifically with a high end resort guest, highly 
recommended.  Proficiency in Outlook, Word, Excel, Internet and other applicable software a plus.  Must be 
fluent in English, both verbal and written.  Bilingual is preferred, but not required.  Requires the highest level of 
professionalism and hospitality when interacting with the Four Seasons guest.  Requires relating to people in a 
friendly and professional manner.  Requires relating to people in a friendly and professional manner.  Requires 
working to established procedures and maintaining reliable work attendance.   Must be detail oriented.  
Requires verbal and written communication skills and ability to follow oral and written instructions.  Able to think 
and make effective decisions quickly.  Must thrive in a fast-paced environment and willing to lend a helping 
hand.  Able to create effective working relationships with other employees and third party vendors.  Must be 
able to problem solve and identify resources when faced with irregular operations. 

 
 

Aircraft & Vehicle Detailer 
Number of Vacancy (ies):  5 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  The Detailer is responsible for the overall cleanliness of the aircraft, vehicles and 
equipment used in the Lāna‘i Air service.  This position requires a high level of attention to detail and cleanliness 
at all times.  Ensures proper care of customer property at all phases of work and continually keeps work areas 
clean and organized.   

 
JOB REQUIREMENTS:  Must have a valid State of Hawaii Driver’s License.  Must be able to obtain an AOA badge 
and ramp license from the State of Hawai‘i Department of Transportation.  Six months to one year experience 
in a similar capacity, preferred.  Knowledge in basic vehicle maintenance, preferred.  Requires the highest level 
of professionalism and hospitality when interacting with the Four Seasons guest.  Requires relating to people in 
a friendly and professional manner.  Requires relating to people in a friendly and professional manner.  Requires 
working to established procedures and maintaining reliable work attendance.   Must be detail oriented.  
Requires verbal and written communication skills and ability to follow oral and written instructions.  Able to 
create effective working relationships with other employees and third party vendors.  Must be able to foster 
teamwork within the department and with other business entities.   



 

 
Line Service Staff 

Number of Vacancy (ies):  6 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  The Line Service Staff is responsible for assisting with the departure and arrival of the Lāna‘i 
Air aircraft.  Safety of the guest and assets are of utmost importance and the Line Service Staff is responsible to 
ensure that this is adhered to.  The staff will handle all guest interactions with the highest level of hospitality and 
professionalism, accommodating special requests whenever possible; resolves guest complaints, assists guests 
with inquiries.   
 
 
JOB REQUIREMENTS:  Must have a valid State of Hawaii Driver’s License.  Must be able to obtain an AOA badge 
and ramp license from the State of Hawai‘i Department of Transportation.  Must have a High School Diploma 
or equivalent.  Must have previous airline experience.  Experience in physical experience and/or working in a 
warehouse environment, preferred.  Proficiency in Outlook, Word, Excel, Internet and other applicable software 
a plus.  Must be fluent in English, both verbal and written.  Bilingual is preferred, but not required.  Requires the 
highest level of professionalism and hospitality when interacting with the Four Seasons guest.  Requires relating 
to people in a friendly and professional manner.  Requires relating to people in a friendly and professional 
manner.  Requires working to established procedures and maintaining reliable work attendance.   Must be 
detail oriented.  Requires verbal and written communication skills and ability to follow oral and written 
instructions.  Able to think and make effective decisions quickly.  Must thrive in a fast-paced environment and 
willing to lend a helping hand.  Able to create effective working relationships with other employees and third 
party vendors.  Must be able to problem solve and identify resources when faced with irregular operations 

 
 

Line Service Supervisor 
Number of Vacancy (ies):  1 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  The Line Service Supervisor is responsible for overseeing the staff with the departure and 
arrival of the Lāna‘i Air aircraft.  Safety of the guest and assets are of utmost importance and the Line Service 
Supervisor is responsible to ensure that this is adhered to.  The Supervisor will ensure all guest interactions are 
handled at the highest level of hospitality and professionalism.  The Supervisor will assist the Managing Director 
with creating Lāna‘i Air as a high end Private Charter Operator with the specific mission to aid in the 
development of clientele for the Four Seasons Lāna‘i. 

 
 
JOB REQUIREMENTS:  Must have a valid State of Hawaii Driver’s License.  Must be able to obtain an AOA badge 
and ramp license from the State of Hawai‘i Department of Transportation.  Experience in aviation supervision, 
preferred.  Must have previous airline experience.  Experience in physical experience and/or working in a 
warehouse environment, preferred.  Proficiency in Outlook, Word, Excel, Internet and other applicable software 
a plus.  Must be fluent in English, both verbal and written.  Bilingual is preferred, but not required.  Requires the 
highest level of professionalism and hospitality when interacting with the Four Seasons guest.  Requires relating 
to people in a friendly and professional manner.  Requires relating to people in a friendly and professional 
manner.  Requires working to established procedures and maintaining reliable work attendance.   Must be 
detail oriented.  Requires verbal and written communication skills and ability to follow oral and written 
instructions.  Able to think and make effective decisions quickly.  Must thrive in a fast-paced environment and 
willing to lend a helping hand.  Able to create effective working relationships with other employees and third 
party vendors.  Must be able to problem solve and identify resources when faced with irregular operations. 

 
 
 
 

 



    

 

 
 

Reservation Sales & Logistics Coordinator 
Number of Vacancy(ies):  1 Part Time 
Location:  Honolulu 
 
JOB RESPONSIBILITIES:  This position is a key role in selling and operating the Lāna’i Air charter air service.  The 
dual role of selling and servicing must be delivered in a manner that is both high touch and high quality.  Selling 
the private charter service will be done via referrals from the Four Seasons Lāna’i as well as through direct 
inquiries.  Guest Service is a major part of this role.  Contact will continue with guests as their charter date 
approaches.  Logistical services will be executed by this position to include coordination of ground 
transportation and tracking the guest’s inbound flights from the mainland or Asia.  This position will participate in 
the ground service during the arrival and departure process as guests transition through the Lāna’i Air Hanger 
facility on O’ahu.  This position will be responsible for other logistical coordination with third party vendors 
(aircraft operator, ground service support, and ground transportation) on Lāna’i and O’ahu.  The primary goal 
of this position is to support the increased occupancy for the Four Seasons Hotels on Lāna’i. 
 
 
JOB REQUIREMENTS:  Must have a valid Hawai’i Driver’s License.  Must be able to obtain an AOA badge and 
ramp license from the State of Hawaii Department of Transportation.  Two years of Hospitality experience with a 
high end resort, highly recommended.  Two years of logistical coordination experience, recommended.  Two 
years of clerical experience, recommended.  Must be proficient in Microsoft Outlook, Word, Excel, Internet and 
other applicable software.  Requires proficiency and professionalism in writing emails to passengers/ guests.  
Requires excellent written and verbal communication and organizational skills.  Must be detail oriented.  
Requires good judgement and a common sense approach to the work.  Able to think and make effective 
decisions quickly.  Must be able to maintain a positive attitude and work under conditions that are changing on 
a moment’s notice.  Must be able to foster teamwork within the department and with other business entities.  
Requires an ability to take responsibility and be accountable.  Must be able to handle a variety of tasks at the 
same time.  Must be able to problem solve and identify resources to use when faced with irregular operations. 
 

 
 

Director of Finance - Hospitality & Retail 
Number of Vacancy (ies):  1 Full Time 
Location:  Honolulu 

 
JOB RESPONSIBILITIES:  Pūlama Lāna’i owns assets in the aviation, hospitality and grocery retail line of business.  
Each operation is different and requires regular and ongoing business information data gathering and 
performance reviews to ensure that each operation and/or outsourced operation fulfills their management 
agreement and achieve agreed upon financial goals.  The role of the Pūlama Lāna’i Hospitality and Retail 
Analyst is to have oversight of budget performance and measure performance data for Hotel Lāna‘i and Lāna‘i 
City Bar & Grille, Richard’s Market, Lāna‘i Theater, Lāna‘i Air and Four Seasons properties and related businesses.   
 
 
JOB REQUIREMENTS:  B.A. or B.S. degree in Accounting or Finance, preferred.  5-8 years of work experience 
and at least 3 years of supervisory experience, preferred.  Hospitality experience, preferred.  Must be 
proficient in Outlook, Word and Excel.  Must have a valid State of Hawai‘i Driver’s License.  Requires 
excellent written and verbal communication and organizational skills.  Requires relating to people in a 
friendly and professional manner.  Requires working to established procedures and maintaining reliable 
work attendance.  Requires verbal and written communication skills and ability to follow oral and written 
instructions.  Able to think and make effective decisions quickly.  Ability to create effective working 
relationships with employees.  Must be able to maintain a positive attitude and work under pressure. 

 
 



 

Superintendent 
Number of Vacancy(ies):  1 Full Time  
Location:  Lāna`i City  
 
JOB RESPONSIBILITIES:  Manage on-site planning and execution of construction projects for Lāna’i Builders, 
coordinating field crews and subcontractors for successful delivery of projects relative to schedule, budget and 
quality.  Responsible to work with Lāna’i Builders Project Managers and to assist with the completion of projects 
for Pūlama Lāna’i and its related business entities, such as, but not limited to, material quantity takeoff, ordering 
of materials and review of shop drawings. 
 
JOB REQUIREMENTS:  Minimum of 7 years of verifiable experience as a Superintendent, operating in a similar 
capacity.  Knowledge and experience in construction of single family, low rise multi-family, commercial 
construction and local building codes.  Full knowledge of site construction.  Ability to make arrangements with 
all inspection agencies to inspect and accept completed work.   
 
Able to read blueprints and specifications.  Knowledge of “each trade” step by step progression in relation to 
itself as well as to other trades affected by it.  Ability to determine at which point in the building process each 
trade is to begin and what the different phases of each trade are.  Also to be able to determine which trades 
can work together simultaneously. 
 
Requires excellent written and verbal communication and organizational skills and ability to follow oral and 
written instructions.  Requires relating to people in a friendly and professional manner.  Requires working to 
established procedures and maintaining reliable work attendance.  Ability to create effective working 
relationships with people.  Must be able to maintain a positive attitude and work under pressure.  Working 
knowledge of PC based Microsoft Office and MS Project scheduling programs.  Must have a valid Hawaii Driver’s 
License.     

 
 
 

Landscape Worker II 
Number of Vacancy (ies):  2 Full-Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Under limited supervision performs general labor work, including but not limited to 
grounds maintenance, pruning, planting, watering, applying fertilizers and general care of plants for the 
purpose of maintaining the landscape using “best practices.”  Operate equipment, tools and machinery 
associated with maintenance of the landscape, including hand tools, weedwhackers, pruners; both hand and 
pole-trimming equipment, non-riding mowers, etc.  Be part of a team to manage the overall operation, 
organization, development, renovation and maintenance of all Landscaping Operations. 

 

JOB REQUIREMENTS:   Mid to entry level position with some experience in the landscaping industry.  Must be able 
to regularly lift and/or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Requires relating 
to people in a friendly and professional manner.  Requires working to established procedures and maintaining 
reliable work attendance.  Requires verbal communication skills and ability to follow oral and written instructions.  
Able to think and make effective decisions quickly.  Ability to create effective working relationships with 
employees.  Must be able to maintain a positive attitude and work under pressure. 

 
 
 
 
 
 
 



    

 

Landscape Worker III 
Number of Vacancy (ies):  4 Full-Time 
Location:  Lāna`i City 
 

JOB RESPONSIBILITIES:  Under direction from Manager, Supervisor and or lead landscape worker, properly 
operates all equipment and hand tools, performs work on PVC irrigation systems, and performs various landscape 
functions.  Operates all landscape equipment, tools and machines as required in a safe and appropriate 
manner, including but not limited to; walk-behind mowers, riding mowers, weed-whackers, blowers, edgers, 
power hedge trimmers; chain saws, power pole pruner, etc.  Be part of a team to manage the overall operation, 
organization, development, renovation and maintenance of all Landscaping Operations. 
 
 
JOB REQUIREMENTS:   Mid to upper level position with 3 to 5 years of experience in the landscaping industry.  Must 
have current State of Hawai‘i Driver’s license.  Must be able to regularly lift and/or move up to 25 pounds and 
occasionally lift and/or move up to 50 pounds.  Requires relating to people in a friendly and professional manner.  
Requires working to established procedures and maintaining reliable work attendance.  Requires verbal 
communication skills and ability to follow oral and written instructions.  Able to think and make effective decisions 
quickly.  Ability to create effective working relationships with employees.  Must be able to maintain a positive 
attitude and work under pressure. 
 

 
Hostess 

Number of Vacancy(ies):  1 Casual 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Greets and seats guest in a professional and gracious manner displaying 
friendliness and cooperativeness.  Organizes restaurant reservations and assists in servicing guest 
requests. 
 
JOB REQUIREMENTS:  Must have current TB Clearance.  Must have current Maui County Liquor License.  
Previous training and/or experience as a hostess or in the customer service area, preferred.  Requires 
relating to people in a friendly and professional manner.  Requires working to established procedures and 
maintaining reliable work attendance.  Requires verbal and written communication skills and ability to 
follow oral and written instructions.  Able to think and make effective decisions quickly.  Ability to create 
effective working relationships with employees.  Must be able to maintain a positive attitude and work 
under pressure.   

 
 

Dining Assistant 
Number of Vacancy (ies):  1 Part Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Responsible for organizing food orders from kitchen and assisting the Chef with 
expedition of food.  Delivers hot and cold food to the dining room and removes dirty dishes from the 
Dining Room.   
 
JOB REQUIREMENTS: Previous experience in food service and/or dining room operations, preferred.  
Requires relating to people in a friendly and professional manner.  Requires working to established 
procedures and maintaining reliable work attendance.  Requires verbal and written communication skills 
and ability to follow oral and written instructions.  Able to think and make effective decisions quickly.  
Ability to create effective working relationships with employees.  Must be able to maintain a positive 
attitude and work under pressure. 

 



 

 
 

Theater Attendant 
Number of Vacancy(ies):  2 Casual 
Location:  Lāna`i City  
 
JOB RESPONSIBILITIES:  Operates the box office selling movie tickets, show tickets, and gift cards to guests.  
Ensures outstanding guest service is provided to all guests.  Answers the phone fielding questions about 
content, provide theater operational information, inform guests about prices, policies, etc.  Enforces ratings to 
keep underage guests from accessing the theater without adult consent.  Sell appetizing and properly 
prepared food and beverage items to our guests.  Maintains the cleanliness of the concession area, theater 
lobbies & restrooms while controlling access to the theater. 
 
JOB REQUIREMENTS:  Must be proficient in use of a computer/ cash register.  Good math and cash-
handling skills.  Ability to work varied shifts, including late nights, weekends and holidays.  Must be able to 
provide a negative TB test.  Requires relating to people in a friendly and professional manner.  Requires 
working to established procedures and maintaining reliable work attendance.  Requires verbal 
communication skills and ability to follow oral and written instructions.  Able to think and make effective 
decisions quickly.  Must be able to maintain a positive attitude and work under pressure.  Ability to meet 
tight deadlines under minimal supervision. 

 
 

Multi-Family Resident Manager 
Number of Vacancy(ies):  1 Full-Time 
Location:  Lāna`i City  
 
JOB RESPONSIBILITIES:  Responsible for assisting the Facilities department with compliance and maintenance 
issues dealing with all multi-family units.  Works with the community to enhance the quality of life for tenants in 
multi-family housing.   Assists with monitoring all units for compliance and enforces house rules along with assisting 
with facility operations.  Issues notice of violations to tenants for housing related incidents.  Serves as liaisons with 
Security Manager and local law enforcement in investigations.  
 
 
JOB REQUIREMENTS:  Previous property management experience, preferred.  Requires relating to people 
in a friendly and professional manner and ability to creative effective working relationships with people.   
Must possess a positive attitude and the ability to remain calm under all circumstances.  Must be able to 
work weekends, holidays, and evenings.  Must present a neat, clean and professional manner at all times 
throughout the workday and/or whenever present in the community.  Requires working to established 
procedures and maintaining reliable work attendance.  Requires verbal communication skills and ability 
to follow oral and written instructions.  Able to think and make effective decisions quickly.  Must be able 
to maintain a positive attitude and work under pressure.  Must be proficient in Outlook, Word and Excel.  
Ability to meet tight deadlines under minimal supervision.  

 
 

Sculpture Conservation Technician 
Number of Vacancy (ies):  1 Part-Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  The Sculpture Conservation Technician is responsible for assisting the Sculpture 
Conservator in the   maintenance of the sculptures at the Koele Sculpture Garden. 
  
JOB REQUIREMENTS:   Previous experience in maintaining sculptures and/or artwork, desirable.  Must have 
previous experience working with similar materials (such as through housekeeping, car detailing, etc.).  
Computer experience in PC and/or Mac, highly desirable.  Must be proficient in Outlook, Word and Excel.  



    

 

Must be able to work outdoors.  Must be able to work independently and as part of a team.  Requires 
relating to people in a friendly and professional manner.  Requires working to established procedures and 
maintaining reliable work attendance.  Requires verbal communication skills and ability to follow oral and 
written instructions.  Ability to create effective working relationships with employees.  Must be able to 
maintain a positive attitude and work under pressure.  Must be able to work flexible shifts of mornings and 
evenings along with weekends and holidays as needed. 
 
 

Plant Health Technician 
Number of Vacancy (ies):  1 Full-Time 
Location:  Lāna`i City 

 
JOB RESPONSIBILITIES:  Under direction of Supervisor, monitors and manages plant health of trees, grass 
and plants.  Applies fertilizers and other nutrients to maintain optimum plant health.  Determines when & 
where to make pesticide treatments for the control of all forms of unwanted pests. Calibrates and mixes 
pesticides as needed for treatments. Maintains application equipment in good, clean, working 
conditions.  Maintains accurate application records as well as records of inventory levels. 
 
JOB REQUIREMENTS:   Previous knowledge and experience in herbicide, pesticide and fertilizer 
application, desirable.   Must have computer skills, preferable in Outlook, Word and Excel.  Requires verbal 
communication skills and ability to follow oral and written instructions.  Able to think and make effective 
decisions quickly. Ability to create effective working relationships with employees.  Must be able to 
maintain a positive attitude and work under pressure.  Must be able to work independently and as part 
of a team.  Requires relating to people in a friendly and professional manner.  Requires working to 
established procedures and maintaining reliable work attendance.    Must be able to work flexible shifts 
of mornings and evenings along with weekends and holidays as needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For immediate consideration please forward your applications at Human Resources - Central Services or email to 
hr@pulamalanai.com 
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