PART T DEPARTMENT OF PERSONNEL SERVICES 2.957
STATE OF HAWAII 2.958

Class Specifications
for the

VISITOR INFORMATION SPECIALIST SERIES

This series includes positions which provide top-level
staff support in the major functional areas of the program, and
concurrently supervise or manage the day-to-day program
operations carried out by Visitor Information Host/esses.

Staff specialist positions conduct studies and make
recommendations for the development and revision of program
plans, policies and procedures, and training standards; provide
consultative services on matters pertaining to the Visitor
Information Program; make recommendations for improvement of
program operations; and coordinate and participate in protocol
matters.

In addition, they concurrently supervise or manage the day-
to-day program operations, and coordinate and participate in
training activities which are geared for Visitor Information
Host/ess subordinates.

Classes in this series are primarily distinguished on the
basis of (1) nature and variety of work; (2) nature of
supervision received by incumbent; (3) purpose and nature of
person-to-person work relationships; (4) nature and scope of
recommendations, decisions, commitments and conclusions;

(5) nature and extent of supervision exercised over work of
other employees; and (6) knowledge and abilities required.

This is the first specification approved for the new
classes VISITOR INFORMATION SPECIALIST IV and V.

DATE APPROVED: 12/19/1969 /s/ James H. Takushi

JAMES H. TAKUSHI
Director of Personnel Services

Note: Change class codes from 2.958 and 2.959 to 2.957 and
2.958, per Departmental Circular No. 98-2, effective
6/10/98.
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VISITOR INFORMATION SPECIALIST IV 2.957

Duties Summary:

Supervises and directs the day-to-day operations of the
State Visitor Information Program; conducts studies and makes
recommendations for the development and revision of program
plans, policies and procedures; assists in providing
consultative services to officials of foreign countries in
establishing or improving their visitor information program;
coordinates end participates in training activities and protocol
matters; and performs other related duties as required.

Distinguishing Characteristics:

This class involves responsibility for supervising and
directing day-to-day program operations through subordinate
Visitor Information Host/ess supervisors; and for conducting a
variety of staff and program studies which include
recommendations for the development of program plans, policies
and procedures, and training plans for Visitor Information
Host/esses.

An incumbent of a position in this class works under the
general supervision of a higher level Visitor Information
Specialist or a District Airport Manager. Assignments are
carried out independently, but are subject to review at
appropriate intervals for technical adequacy, accomplishment of
objectives and soundness of recommendations reached to insure
conformance with the overall objectives of the Visitor
Information Program.

General supervision is exercised over Visitor Information
Host/ess supervisors who are responsible for supervising the
day-to-day program activities.

Examples of Duties:

Organizes, directs and supervises the day-to-day operations
of the statewide Visitor Information Program through subordinate
supervisors; resolves or alleviates problems and complaints
received by subordinates; reviews and evaluates operational
reports in identifying problem areas; gathers, compiles and
analyzes data in determining conformance to visitor information
standards and requirements; develops and prepares reports which
include recommendations on program plans, procedures and
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training standards; assists in preparing reports which include
information requested by officials of foreign countries in
establishing or improving their visitor information program;
participates in the implementation of a training program by
assembling necessary training materials, securing qualified
instructors, arranging training tours, administering a testing
program and conducting training classes; assists in implementing
and coordinating requests from the Governor’s Protocol Office at
airport and harbor terminals; makes recommendations and assists
in a program for displays and special events at airport and
harbor terminals; schedules the use of the Governor’s Lounge and
supervises functions as directed; coordinates and directs tours
at terminals; inspects Visitor Information facilities to ensure
good housekeeping practices; evaluates work performance of
subordinates; maintains, prepares and submits required
operational reports and correspondence.

Knowledge and Abilities Required:

Knowledge of: General organization and purpose of the
State Visitor Information Program; report writing; public
relations; principles and practices of supervision.

Ability to: Plan, assign and review the work of others;
secure, develop and organize information and material and
formulate and recommend standards and procedures; assess and
evaluate program deficiencies and recommend improvements;
prepare comprehensive written reports; establish and maintain
effective working relationship with others; speak effectively
before groups and individuals; interpret and explain the Visitor
Information Program to others.

VISITOR INFORMATION SPECIALIST V 2.958

Duties Summary:

Manages the day-to-day operations of the State Visitor
Information Program on a statewide basis; administers personnel
management activities for the program; develops and revises
program plans, policies and procedures; makes periodic
inspections of program activities to insure compliance with
existing directives and program objectives; reviews
recommendations for improvement of program operations; assists
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in the development of a comprehensive tourism promotion program
for the State; and performs other related duties as required.

Distinguishing Characteristics:

This class involves responsibility for managing the day-to-
day operations of the Visitor Information Program on a statewide
basis. It further involves responsibility for participating in
staff and program studies; and for assisting the program
administrator in coordinating activities with the Hawaii
Visitors Bureau, State Department Reception Center (Federal
Diplomatic Corps) and Department of Planning and Economic
Development in developing a comprehensive tourism promotion
program for the State.

An incumbent of a position in this class works under the
general supervision of the administrator of the Visitor
Information Program. General supervision is exercised over
several top- level Visitor Information Specialist positions.

Examples of Duties:

Manages the day-to-day program operations on a statewide
basis; evaluates the quality and effectiveness of services by
analyzing operational reports and conducting periodic
inspections of operations; implements approved recommendations
for improvement of program operations; coordinates the
implementation of a training program for visitor information
personnel; recommends staffing requirements necessary to
accomplish the program objectives; meets with subordinate
supervisors to discuss or explain new objectives and program
activities, and to resolve problems; administers personnel
management activities for the program in accordance with
pertinent rules, regulations and procedures; supervises and
participates in the development and revision of program plans,
policies and procedures, and training standards; assists in
providing consultation services to foreign countries relative to
the establishment of a visitor information program; coordinates
requests from the Governor’s Protocol Office; coordinates a
program for displays and special events at airport and harbor
terminals; evaluates work performance of subordinates; assists
in the preparation of the annual budget and long-range estimates
and projections.
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Knowledge and Abilities Required:

In addition to the knowledge and abilities required at the
next lower level, an incumbent of a position in this class must
have a knowledge of the services and activities of the Visitor
Information Program; knowledge of information needed by tourists
and others; marked ability to carry out and complete the program
activities through subordinate supervisors; marked ability to
analyze, evaluate and draw sound conclusions from available
data; and marked ability to formulate and recommend policies,
standards and procedures.
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