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Study Tours & Global Engagement Director 
Posted: April 21, 2021 

Full-Time 

Location: Honolulu, HI 

 

Job Details 

Description 

OVERVIEW 

The Pacific & Asian Affairs Council (PAAC) is preparing the next generation of leaders for an 

increasingly interconnected world and promoting citizen diplomacy one handshake at a time. We are a 

thriving, mission-driven, Hawaii-based, nonprofit organization that provides global education 

opportunities open to all Hawaii high school students and connects our community to emerging foreign 

leaders.  PAAC participants value diversity, curiosity, and social responsibility - and so do our 

employees.  Our programs build bridges, inspire young leaders, and develop global citizens. 

PAAC’s High School Global Education Program (HSGEP) is the core work of our organization and is 

composed of a broad array of activities where students can learn about the world and link connections 

to Hawaii. Study Tours are among the most impactful offerings of the HSGEP and a stepping stone for 

student engagement in other activities.   

PAAC as an organization sees collaboration, hard-work, and dedication to mission as essential.  

We also pride ourselves in being kind, fun-loving individuals! 

The ideal candidate for this position will believe deeply in the benefits of providing Hawaii high school 

students greater opportunities to understand and engage with global and international issues.  The 

candidate will be able to independently manage time, multi-task efficiently, and thrive in a collaborative 

environment. 

The position is based in Honolulu, Hawaii and will require travel abroad for one to three weeks at a 

time, multiple times per year.  Work will be required on weekends and evenings (when many PAAC 

events take place).  The position may require occasional travel on Oahu, throughout the state, and 

potentially domestically.   

RESPONSIBILITIES 

Areas of Responsibility: PAAC’s Study Tour Program, Academic WorldQuest Competition, Virtual 

Exchange Programs 

Study Tour Program: 

● Arrange multiple study tours during the Hawaii State Department of Education’s school breaks 

to destinations in the Asia-Pacific region including, but not limited to: China, Indonesia, Japan, 

New Zealand, the Philippines, South Korea, Tahiti, and Vietnam 
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● Arrange all administrative aspects of travel, including transport, visas, accommodations, 

itinerary, pricing, insurance, risk management procedures, and budgeting 

● Develop learning objectives and curriculum for use before, during and after each study tour that 

support PAAC’s mission and are relevant and appropriate to each destination. Arrange site 

visits and meetings in-country to further place-based learning objectives (e.g., U.S. embassies, 

community organizations, schools, etc.). 

● Serve as primary chaperone and logistical/safety coordinator for study tours. Prepare and orient 

other chaperones. Serve as point of contact for all study tours, even when not chaperoning. 

● Conduct pre-trip orientations for parents and participants and develop content for pre-trip study 

materials for all study tours, including Student Readers. Develop content and coordinate 

logistics for all pre-trip orientations. If necessary, arrange separate orientation sessions for 

neighbor-island students and parents.   

● Handle preparation and distribution of applications in print, online, and other formats. Review 

applications, screen candidates, and oversee selection of study tour participants. Develop 

promotional materials and media for each study tour and encourage participation via outreach. 

● Evaluate and disburse scholarships for participants on PAAC study tours in accordance with 

budgetary and funding constraints. Promote and assist in the selection of scholarship recipients 

for non-PAAC study abroad programs where PAAC high school students may be eligible, such 

as the Punahou Wo International Center’s programs.  

● Cultivate and manage relationships with key partners and contacts overseas and in Hawaii to 

keep abreast of new travel and educational opportunities as well as developments that may 

impact safety and logistics during study tours 

● Manage post-travel activities, including reporting, follow-up projects, and keeping in touch with 

alumni 

● Annually review study tour logistics, safety, curricula, partnerships, and learning objectives to 

ensure they align with PAAC’s mission statement, ethics, and have a positive impact on local 

communities and partners 

Academic WorldQuest Competition 

● Coordinate the statewide Academic WorldQuest Competition, including creating competition 

content, managing event logistics, budget management, event promotion, program 

evaluation/assessment, and liaising with the National Competition administrators at the World 

Affairs Councils of America (WACA) 

Virtual Exchange Programs 

● Coordinate virtual exchanges between PAAC students and partner schools overseas to 

supplement and complement the PAAC study tour program 

● Maintain existing and expand new partnerships      

Areas of Support/Other:  

● Maintain website content and write newsletter articles related to areas of responsibility within the 

High School Global Education Program 

● Reach out to high schools statewide to cultivate new and maintain existing relationships with 

school administration and faculty and promote PAAC programs 
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● Support all aspects of the Global Leadership Program, including recruiting, selection, and 

logistics.  Attend and assist at all program events (four-day leadership camp, monthly one-day 

workshops, and end-of-year Student Showcase).  Support Global Action Projects.  

● Support, as needed, other PAAC events, including but not limited to all other High School 

Global Education Program components, fundraising events (e.g., Annual Dinner, Golf 

Tournament), International Visitor Leadership Program events, teacher workshops and 

community events 

● Complete other projects or assignments requested by the Executive Director 

QUALIFICATIONS 

EDUCATION: Minimum: Bachelor’s degree in a related field such as Education, International Affairs or 

Asian Studies. 

REQUIRED SKILLS 

● Self-motivated, organized, adaptable, team-player 

● Responsible, logical problem solver, risk manager 

● Strong interpersonal skills, excellent oral and written communication skills, and able to manage 

time and multiple tasks efficiently 

● Experience with group travel and travel coordination 

● Computer proficiency, including use of Google Suite applications (e.g., Gmail, Google Drive, 

Google Docs, Sheets, Jam Board, etc.), and online video conferencing platforms such as Zoom.  

Ability to gain proficiency in online software applications. 

● Two years of professional experience in education, international affairs, and/or travel-related 

work 

PREFERRED SKILLS 

● Teaching experience, including curriculum development 

● Experience in high school youth/leadership program facilitation 

● At least one year living overseas (Asian or Pacific Island nation preferred) 

● Travel experience in the Asia-Pacific region 

● Proficiency in a foreign language (Asian or Pacific Island nation)  

● Knowledge of Hawaii school systems and contemporary issues in Hawaii 

 

Does this sound like you?  If so, we want to hear from you.  All applications must include a resume 

and cover letter to be considered.  Please send to: ed@paachawaii.org.  

PAAC strives to offer competitive compensation for nonprofit work and provides a comprehensive 

benefits package including health and wellness benefits, SIMPLE IRA match, and work/life balance 

programs, as well as opportunities for professional development. 

PAAC values a diverse workforce and encourages people from underrepresented communities to 

apply.  All applicants will receive consideration for employment without regard to age, ancestry, arrest 

and court record, citizenship, color, disability status, gender identity or expression, race, marital status, 

national origin, religion, sex, sexual orientation, or veteran/military status. 

  


