
I. IDENTIFYING INFORMATION 
 
Class Title:  99010M 
Position Number:  Executive Director 
Department:  Accounting and General Services 
Division:   King Kamehameha Celebration Commission 
Branch:   N/A 
Geographic Location: Downtown, O’ahu 
 

II. INTRODUCTION 
 
The function of the King Kamehameha Celebration Commission (“Commission”) is to 
arrange and coordinate activities to commemorate the memory of King 
Kamehameha I.  The Commission, authorized under Section 8-5, Hawai’i Revised 
Statutes, consists of fifteen members selected by the Governor from various 
Hawaiian civic organizations and clubs to serve four-year terms. 
 
The primary purpose of the position is to serve at the pleasure of the Commission by 
executing the Commission’s directives and administrative tasks, coordinating the 
scheduling of activities and events, handling fiscal aspects of the Commission, 
pursuing alternate funding sources, and other related duties. 
 

III. MAJOR DUTIES AND RESPONSIBILITIES 
 
A. Planning and Implementation of Activities     50% 

 
1. Informs the Commission of activities pertaining to the planning and 

implementation of celebration activities. [1][2] 
 

2. Carries out administrative details relating to events sponsored by the 
Commission that include annual statewide activities on all islands, decoration 
ceremonies, and protocol and usage permits for the two statues of King 
Kamehameha located in Honolulu and Kohala.  [1][2][3] 

 
3. For the annual King Kamehameha Celebration parade on O’ahu, handles 

logistical requirements including obtaining required permits, planning parade 
route, securing float building facility, arranging for traffic control, 
transportation of equipment, and preparation of the reviewing stand, and 
issuing celebration invitations.  [1][2] 

 
4. Works with the designated planning committee to screen and approve 

applications from prospective participants.  [1][2] 
 

5. Sets parade lineup, considering safety concerns and spacing requirements.  
[1][2] 

 
6. Negotiates with insurance carriers for liability insurance coverage for 

volunteers.  [1][2] 
 

7. Arranges for photography and television coverage of event.  [1][2] 
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8. Prepares parade script including historical information on the Commission, 

descriptions of each parade unit, biographies of the pā‘ū riders and 
princesses, and the descriptions of leis.  [1][2][3] 

 
9. Meets with parade participants to explain roles, responsibilities, and parade 

rules.  Included are the Commission’s parade rules on the types of materials 
permitted, sources of materials, and methods of working with those materials.  
[1][2] 

 
10. Supports neighbor island activities and events with logistical aspects as 

previously defined.  [1][2] 
 

11. Serves as the liaison between the Commission and community planning 
committees.  [1][2] 
 

B. Commission Function Coordinator      20% 
 
1. Makes recommendations for improving operations and administrative 

services of the Commission and its committees.  [1][2] 
 

2. Prepares agendas and attends all meetings and hearings of the Commission 
as assigned.  [1] 

 
3. Advises and consults with the assigned Commission investigative committees 

as to their needs.  [1][2] 
 

4. Creates and maintains training materials for Commissioners and their 
respective committees.  Orients and acquaints members and committees with 
their responsibilities.  [1][2] 

 
C. Public Relations Duties       15% 

 
1. Manages the image and image usage of the King Kamehameha statues 

located in Honolulu and Kohala with the public and Hawai’i State Film 
Commission.  [1] 
 

2. Promotes and provides information to individual clubs, organizations, 
businesses, and other groups concerning celebration practices, protocol, and 
trends through outreach activities such as speaking engagements, reports, 
conferences, workshops, or institutes.  [1][2][3] 

 
3. Pursues alternate funding sources for the Commission by drafting local, state, 

and international grant proposals and soliciting private, public, and corporate 
donations in kind and/or cash.  [1][2][3] 

 
4. Drafts and prepares correspondence, contracts, agreements, publicity 

announcement, media and press releases, etc. in accordance with 
established policies.  As authorized and finalized for technical and policy 
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content review by the Commission, this position may sign documents on 
behalf of the Commission.  [1][2] 

 
5. Attends legislative hearings and reports findings, discussions, and decisions 

to the Commission.  This position may testify at hearings as a resource 
person.  [1][2] 

 
6. Maintains the Commission’s website and social media content.  [1][2] 

 
7. Maintains the historical records of Commission events and protocols.  [1][2] 

 
D. Fiscal Duties         10% 

 
1. Maintains detailed expenditure records. [1][2] 

 
2. Prepares the budget for general and special funds.  Works directly with the 

DAGS Administrative Services Office to finalize biennium and supplemental 
budgets.  [1][2] 

 
3. Formulates and develops contracts for services, reviews budget requests and 

program plans from various community committees, and makes 
recommendations to the Commission for action.  [1][2] 

 
4. Approves payments and signs purchase orders for program expenditures that 

include trophies, lei, banners, office supplies, police escorts, the cleaning of 
costumes, and other related program expenses.  [1][2] 
 

E. Miscellaneous Duties        5% 
 
1. Performs other related duties as required. 

 
Reasons: 
[1] The performance of this function is the reason that the job exists. 
[2] The number of other employees available to perform this function is limited. 
[3] The function is highly specialized, and employee is hired for special expertise or   
 Ability to perform this function. 
 
EVIDENCE USED IN DETERMINING ESSENTIAL FUNCTIONS CONSIDERED: 
 
The following evidence was considered in determining the essential functions of the 
position:  the amount of time spent performing the function; the consequences of not 
requiring a person in this job to perform a function; the work experience of people 
who have performed a job in the past and work experience of people who currently 
perform similar jobs; and the nature of the work operations based on organization 
structure. 
 

IV. CONTROLS EXERCISED OVER THE WORK 
 
A. Supervisor: 
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The position receives direction and guidance from the Commission Chairperson 
and members of the Commission. 
 

B. Nature of Supervisory Control Exercised Over the Work. 
 

1. Instructions Provided:  Instructions are provided by the Commission 
specifying program priorities and the expected results.  The incumbent is 
required to plan and carry out critical time-sensitive work activities with the 
Commission’s direction. 
 

2. Assistance Provided:  The incumbent is expected to perform all aspects of 
the work independently and consults with the supervisor only when 
unforeseen events or circumstances require significant changes.  For unusual 
problems and difficulties, the incumbent is expected to provide initial 
recommendations to resolve the problems and consult with the Commission 
Chairperson and/or the Commission.  

 
3. Review of Work:  The incumbent is expected to independently plan, perform 

and complete assignments in a timely manner.  The supervisor only reviews 
those assignments which the incumbent indicates are exceptions or requires 
additional approvals and guidance.  

 
C. Nature of Available Guidelines Controlling the Work. 

 
1. Policy and Procedural Guidelines Available:  Commission rules, regulations, 

policies and procedures; State budget guidelines, policies, and procedures; 
departmental policies and procedures; Hawaii Administrative Rules; Hawaii 
Revised Statutes; Executive Memoranda; and Comptroller’s Administrative 
Directives. 
 

2. Use of Guidelines:  The incumbent is expected to work within the available 
guidelines and consults the supervisor only when unusual precedent-setting 
situations arise. 

 
V. REQUIRED LICENSES, CERTIFICATES, ETC. 

 
Must possess a valid license to drive in the State of Hawai’i. 
 

VI. RECOMMENDED QUALIFICATIONS 
 
A. Knowledge of:  Arts, history, language, and culture of Hawai’i; report writing; 

methods of promoting interest in activities through public relations and 
informational media; office practices and procedures; and budget preparation 
and financial record keeping. 
 

B. Skills/Abilities:  To work independently with minimal supervision; secure the 
cooperation and maintain effective working relationships with various Hawaiian 
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and community groups and organizations; pronounce Hawaiian names, words 
and terms fluently; and prepare clear reports, correspondence, narratives, etc.  

 
C. Education:  Graduation from an accredited college or university with at least a 

baccalaureate degree.  Preferred degree in marketing, business, or related fields. 
 

D. Experience:  Possess successful grant writing experience and management; one 
and one-half years of experience which demonstrates a good working knowledge 
of the production, management, and planning of ethno-cultural, arts and 
humanities activities for the public, of which one year must have involved 
planning, coordinating, and implementing Hawaiian cultural activities such as 
historical pageants, memorial services, cultural exchanges, or multi-ethnic 
programs. 

 
VII. TOOLS, EQUIPMENT & MACHINES 

 
Operate general office equipment such as a personal computer, printer, multi-
function printer/scanner/facsimile/copier machine, calculator, and motor vehicle.  
Possess a working knowledge of Microsoft Office software or Apple equivalent to 
include Microsoft Word, Excel, Outlook, and PowerPoint.  Knowledge in webpage 
management software is also highly desirable.  
 

VIII. WORKING CONDITIONS – SEE SUPPLEMENT TO POSITION DESCRIPTION  
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State of Hawaii
SUPPLEMENT TO POSITION DESCRIPTION

Position No: 99010M Class Title Executive Director

Department/Division/Branch: Accounting and General Services/King Kamehameha Celebration
Commission

Prepared by: Kainoa Daines
Print name of supervisor/manager Signature Date

Reviewed by: Daeleen Liu
Print name of DPO/Designee Signature Date

I. TYPE OF WORK 1. Identify the best description for the general type of work that is required to
perform the essential functions of the position. 2. Using the pull down menu, indicate the frequency
of the type of work: daily; frequently (weekly); occasionally (monthly to quarterly); seldom (semi-
annually to annually). 3. In the Comments section, add the description of the duties or functions
applicable to the type of work performed.

TYPE OF WORK FREQUENCY COMMENTS/DESCRIPTION
Sedentary Work - Lifting or exerting a

force of a maximum of 10 pounds.
Walking and standing may be required
frequently, but for less than 5 minutes at a
time. Mobility within the office may be
required, including movement from floor to
floor.

Daily Reviews applications, fiscal
documents, legislative bills, reports,
and other related documents.
Carries hard copy commission
documents and materials to various
meetings outside of the primary work
location such the commission
meeting locations.

Light Work - Occasional lifting or
exerting a force of a maximum of 20
pounds with frequent lifting and carrying of
objects up to 10 pounds. May require
walking or standing. May require sitting
most of the time.

Occasionally Carries binders of documents,
reports, and other materials to
various meetings outside of the
primary work location.

Medium Work - Occasional lifting or
exerting of a maximum of 50 pounds with
frequent lifting and/or carrying of objects
up to 25 pounds. May require significant
walking or standing.

Not Applicable

Heavy Work - Occasional lifting or
exerting a force of a maximum of 100
pounds with frequent lifting and/or carrying
of objects up to 50 pounds. May require
significant walking or standing.

Not Applicable

Other: Not Applicable

II. PHYSICAL DEMANDS 1. Identify all physical demands required to perform the essential
functions of the position. 2. Using the pull down menu, indicate the frequency of these physical
demands: daily; frequently (weekly); occasionally (monthly to quarterly); seldom (semi-annually to
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annually). 3. In the Comments section, add the description of the duties or functions applicable to the
physical demands.

PHYSICAL DEMANDS FREQUENCY COMMENTS
Pushing - Exerting force on an object

so that the object is moved away from the
individual.

Seldom

Pulling - Exerting force on an object so
that the object is moved toward the
individual.

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Climbing - Ascending or descending
ladders, stairs, scaffolding, ramps, poles,
or other objects typically using feet and
legs, and/or hands and arms.

Seldom

Balancing - Maintaining body
equilibrium to prevent falling when walking,
standing, crouching or running on narrow,
slippery or erratically moving surfaces.

Not Applicable

Stooping - Bending body downward
and forward by bending spine at the waist.

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Squatting - Sitting on one’s heels. Seldom

Kneeling - Bending legs at knees to
come to rest on one or both knees.

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Crouching - Bending body downward
and forward by bending legs and spine.

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Crawling - Moving about on hands and
knees or hands and feet.

Not Applicable

Reaching - Extending the hand(s) and
arm(s) over head.

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Handling - Seizing, holding, grasping,
turning or otherwise working with hand(s).
(Fingering, described below, is not
involved).

Seldom Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Fingering - Picking, pinching, or
otherwise working with fingers primarily
(rather than with whole hand or arm as in
handling).

Daily Using the computer to perform desk
work. Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.
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Feeling - Perceiving attributes of
objects such as size, shape, temperature
or texture by means of receptors in skin,
particularly those of finger tips.

Not Applicable

Repetitive motion - Making frequent
movements of wrists, hands and/or
fingers. This includes, but is not limited to,
computer use, typing, etc.

Daily Using the computer to perform desk
work. Assists in the setting up of
commission meetings, public events,
and other parade preparation
activities.

Twisting of Upper Body - Making
unusual upper body movements, such as
installing a light bulb in an out of the way
location.

Not Applicable

Other: Not Applicable

III. COMMUNICATION DEMANDS 1. Identify all communication demands required to perform the
essential functions of the position. 2. Using the pull down menu, indicate the frequency of these
communication demands: daily; frequently (weekly); occasionally (monthly to quarterly); seldom
(semi-annually to annually). 3. In the Comments section, add the description of the duties or
functions applicable to the communication demands.

COMMUNICATION DEMANDS FREQUENCY COMMENTS
Verbal communication with co-workers,

either in person or over the telephone.

Daily Verbally conveys information,
instructions, and assignments to the
commission, staff, and various
public/private stakeholders.

Verbal communication with customers
or vendors, either in person or over the
telephone.

Daily Verbally conveys information,
instructions, and assignments to the
commission, staff, and various
public/private stakeholders.

Written communication to co-workers. Frequently Composes draft legislation,
memorandum, manuals, press
releases, and policies on behalf of
the commission addressed to
internal stakeholders.

Written communications to customers
or vendors.

Frequently Composes draft legislation,
memorandum, manuals, press
releases, and policies on behalf of
the commission addressed to
external stakeholders.

Supervising others, including training or
giving verbal instructions.

Not Applicable

Training or giving verbal instruction. Occasionally Provides training to the commission,
participants of the annual parade,
and other stakeholders.

Receiving verbal or written instruction. Daily Receives instructions from the
commission, departmental
managers, staff, other governmental
entities, the media, and the public.

Writing - Ability to write/compose
written language.

Frequently Composes, edits, and finalizes draft
legislation, policies, press releases,
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COMMUNICATION DEMANDS FREQUENCY COMMENTS
and correspondence in support of
the commission.

Reading-ability to read written
language.

Daily Reads legislative materials,
manuals, directives,
correspondence, and documents to
discern the appropriate action and/or
recommendations needed to be
taken by the commission and/or
staff.

Other: Not Applicable

IV. ADDITIONAL SKILLS/ABILITIES 1. Identify all additional skills and/or abilities required to
perform the essential functions of the position. 2. Using the pull down menu, indicate the frequency
of these additional skills and/or abilities: daily; frequently (weekly); occasionally (monthly to quarterly);
seldom (semi-annually to annually). 3. In the Comments section, add the description of the duties or
functions applicable to the additional skills and/or abilities.

ADDITIONAL SKILLS/ABILITIES FREQUENCY COMMENTS
Working and making appropriate

decisions without supervision .

Daily Works independently and effectively
to coordinate the commission's
functions, operations, and activities.

Making mathematical computations
with accuracy.

Frequently Reviews the commission's fiscal and
budgetary documents and
expenditure files to ensure proper
fiscal management of the program's
resources. Properly tracks all funds
resulting from fund-raising efforts for
the program.

Processing work with accuracy. Daily Reviews the commission's fiscal and
budgetary documents and
expenditure files to ensure proper
fiscal management of the program's
resources. Properly tracks all funds
resulting from fund-raising efforts for
the program. Reviews all legislative
bills, media releases, and
commission reports for accuracy.

Identifying and resolving problems in a
timely manner.

Daily Indepently assesses problems/
issues to ensure they are resolved
as soon as possible.

Prioritizing and planning work activities. Daily Prioritizes all daily activities.
Demonstrating accuracy and

thoroughness in work product.

Daily Cross checks and proofreads all
commission reports, media releases,
legislative drafts, and
budget/fiscal/expenditure reports for
accuracy.

Following instructions and responding
to management direction.

Daily Adheres to the department and
commission policies, procedures,
and processes for all of commission
and departmental assignments in



Page 5

accordance with required timelines
and deadlines.
Creates/revises/updates/finalizes
training manuals and other related
information regularly as instructed.
Posts meeting agenda timely in
accordance to the Sunshine Law
requirements for public meetings.

Working in a fast-paced environment. Daily Prioritizes work to adhere to
deadlines with short turnaround
times during parade planning and
preparation, legislative periods and
in preparation for commission
meetings.

Gathering and analyzing information
skillfully.

Frequently Supports the commission by
conducting research to provide
background historical information.

Managing multiple tasks. Daily Multi-tasks: works independently to
manage multiple projects and
assignments.

Working with a diverse population. Daily

.
Ability to prioritize conflicting demands. Daily Works independently to constantly

prioritizes work and deadlines to
complete assignments on a timely
basis.

Working varying shifts, weekends or
holidays.

Occasionally Performs work with short turnaround
times to meet deadlines during
parade planning and preparation,
legislative periods and in preparation
for commission meetings.

Establishing and maintaining effective
working relationships.

Daily Works with personnel internal
and external to the .

Using time efficiently. Daily Independently prioritizes and
organizes work to be optimally
effective.

Visiting/working at different worksites. Seldom When engaged in parade planning
and preparation outside of the
designated office location.

Initiating activities independently. Frequently Coordinates administrative,
legislative, and policy-related
activities of the commission as
related to the commission's missions
and objectives.

Working under stressful conditions. Occasionally Prioritizes work to adhere to
deadlines with short turnaround
times during parade planning and
preparation, legislative periods and
in preparation for commission
meetings.

Other: Not Applicable
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V. ENVIRONMENTAL CONDITIONS - 1. Identify all environmental conditions in which an
individual will perform the essential functions of the position. 2. Using the pull down menu, indicate
the frequency of these environmental conditions: daily; frequently (weekly); occasionally (monthly to
quarterly); seldom (semi-annually to annually). 3. In the Comments section, add the description of
the duties or functions applicable to the environmental conditions.

ENVIRONMENTAL CONDITIONS FREQUENCY COMMENTS
Works indoors. Daily Works in an indoor office setting.
Works outdoors. Occasionally Works outdoors when preparing for

the annual parade.
Extreme Cold - Employee works in

temperatures sufficiently cold to cause
marked bodily discomfort; as a guideline,
the employee works in temperature less
than 32 degrees Fahrenheit for an hour or
more.

Not Applicable

Extreme Heat - Employee works in
temperatures sufficiently hot to cause
marked bodily discomfort; as a guideline,
the employee works in temperature
greater than 100 degrees Fahrenheit for
an hour or more.

Not Applicable

Temperature Changes - The employee
works within the variations in temperature
which accompany extreme cold and/or
heat and are sufficiently marked to cause
bodily reactions.

Not Applicable

Humid - The employee works in
conditions with moisture contact high
enough to cause marked bodily
discomfort.

Not Applicable

Wet - The employee has frequent
contact with water or other liquid.

Not Applicable

Noise - The employee works in
conditions with sufficient noise, either
constant or intermittent, to cause marked
distraction or possible hearing loss; as a
guideline, this level of noise is at least 80
decibels and/or the employee must shout
to be heard by others.

Not Applicable

Vibration - The employee works in
conditions that provide a strain on the
body or its extremities sufficient enough to
cause bodily harm if endured day after
day.

Not Applicable

Atmospheric conditions causing
discomfort or potential harm: The
employee works in conditions that affect
the respiratory system or the skin; e.g.,

Not Applicable
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fumes, odors, dusts, mists, gases, or poor
ventilation.

Other: Occasionally Works outdoors in preparation for
the annual parade and inside of the
program's warehouse space to
manage fabrics and materials
utilized during the parade.



Selective Certification Requirement 
(Driver’s License, Type 3) 

 
 

I. Position Identification 
 

Dept:   Acctg & Gen Svcs Pos Nos:   99010M Division:   King Kamehameha 
Celebration Commission 

Title: Executive Director Branch:   N/A 

Worksite: Honolulu, Oahu Section: N/A 

 (Specific Geographic Location) Unit: N/A 

 
II. Tasks Requiring a Driver’s License and Supporting Information 

 
The specific tasks which involve driving and require a driver’s license must be clearly identified.  
Further, specific information on the frequency, etc., of driving duties is needed to assure that the driving 
tasks and the need for a license are genuine job requirements.  The information should be provided 
below.  (Attach a more detailed statement if needed for clarity.  If more than 2 major job tasks involve 
driving and require a license, list the additional tasks and information on a separate sheet following the 
same format.) 
 
Task 1 (describe):   Involves driving to meetings not located within the primary office location. 

 

 
a. Frequency of trips Could be as frequent as once a week as required. 
b. Destination of trips Various locations throughout Oahu. 
c. Purpose of trips Meet with various stakeholders to plan, coordinate, and implement 

program activities. 
d. Special circumstances, if any, (e.g. need to transport others or materials). 
 Need to independently transport reports and materials. 
e. (1) Is alternative public transportation available?  Yes  No 
 (2) Reason for use of vehicle if public transportation is available 
  
f. (1)Are other staff available to perform the driving?  Yes  No 
 (2) Reason for selection of this position if other staff are available 

  
 
Task 2(describe):   Attend fund raising meetings and public outreach on behalf of the commission. 

 

 
a. Frequency of trips Could be as frequent as once a week or more as required or directed. 
b. Destination of trips Various locations throughout Oahu and the Neighbor Islands. 
c. Purpose of trips Conduct training, coordinate fundraising efforts, and conduct public 

outreach on behalf of the commission.   
d. Special circumstances, if any, (e.g. need to transport others or materials.) 
 See Task 1 above. 

e. (1) Is alternative public transportation available?  Yes  No 
 (2) Reason for use of vehicle if public transportation is available 
  
f. (1) Are other staff available to perform the driving?  Yes  No 
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 (2) Reason for selection of this position if other staff are available 

  
 

Provide any other information which demonstrates and explains the need for a driver’s license for the  
position The position is expected to work independently to execute the commission’s directives and 
be flexible in scheduling in order to accomplish the commission’s missions and functions. 

 
 

III. Program Resource 
 

Provide the requested information about the person who can be contacted if additional information is 
needed. 
 
Name: Kainoa Daines Phone No.: (808)780-8411 

Official Title: King Kamehameha Celebration Commission Chairperson 
 
 

IV. Departmental Certification and Authorization 
 

The essential duties of this position, as described below, involve driving a motor vehicle.  These assigned 
duties are hereby incorporated into the official position description for the position.  Certification of 
eligibles shall be restricted to those eligibles meeting the qualification requirements of the class and 
possessing a valid State of Hawaii Driver’s License, Type 3. 
 
DATE APPROVED:     
  Signature of Department Head or Authorized 

Representative 
 

 

 
V. Cancellation 

 
This Selective Certification Requirement is cancelled. 
 
DATE:    
  Signature of Department Head or Authorized 

Representative 
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