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ADMINISTRATIVE ASSISTANT for the Insular ABCs Initiative 

SALARY RANGE: Commensurate with experience 
LOCATION: American Samoa 
POSITION INFORMATION: Part to Full Time (for up to three years contingent on performance and project 
funding) 
EDUCATION: High school diploma (or GED equivalent) required 
SUPERVISORY STATUS: Does not supervise others 
CONTACT FOR INFORMATION/RESUME SUBMITTAL: info@hhf.com 

 
Introduction: The Insular Assessment of Buildings and Classrooms (ABC’s) Initiative, Phase 3, is focused on two goals: 

 Removing the deficiencies identified in Insular Area schools 
 Local capacity building to help bolster facility management practices 

Successful candidates will become an at will employee of HHF Planners in each Insular Area.  HHF is retained by the 
US Army Corps of Engineers, Honolulu District (USACE), to conduct the Phase 3 work being funded by the US DOI 
Office of Insular Affairs (OIA). ABC’s Phase 3 is focused on executing a strategy to remove the Deferred Maintenance 
(DM) backlog identified by condition assessments conducted in late 2012 and early 2013 (summarized in the August 
2013 Phase 2 report available at www.hhfplanners.com) and to build local capacity in school facility management. 
 

Primary Duties (Major Responsibilities/Activities): 

1) Assist the Program Manager (PM), Construction Specialist (CS) and Enterprise Asset Management System 
(EAMS) Coordinator (EC) with repair project delivery documentation requirements including draft document 
creation, filing, and transmittal to HHF Honolulu office as well as respective local agencies as needed. 

2) Responsible for admin functions related to respective repair projects (e.g., contracts, change orders, invoices, 
closed out documents, and possibly pick up and drop off of bid documents). 

3) Assist with data entry and document upload into the EAMS developed to track ABCs deferred maintenance 
projects and provide a document library, among other functions. 

4) Perform routine clerical and administrative functions such as drafting correspondence, scheduling 
appointments, organizing and maintaining paper and electronic files, or providing information to callers. 

5) Provide an important and consistent face of the embedded team to Host Agency stakeholders and 
government partner agencies. 

Minimum Qualification Requirements: 

Your resume must demonstrate specialized experience and abilities including the following: 

 2 to 5 years of administrative assistant experience 
 Good verbal and written communication skills, excellent organizational skills, ability to handle multiple tasks. 
 Demonstrated capability (intermediate level skills) with basic Microsoft computer programs (MS Word, Excel, 

Outlook, PowerPoint) and Adobe Acrobat a must. 
 Have own means of transportation to and from work. 

Desired Qualifications: 

 Ability to troubleshoot basic computer problems and internet connectivity issues 
 Adobe graphics software competency 

Please submit a cover letter and your resume to info@hhf.com. 
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The application submittal should include: 
 Position for which the individual is applying and preferred territory 
 Relevant experience, with an emphasis on computer skills and database use and/or management 
 Experience in the territory 
 Credentials/special certifications relevant to the positon 
 Specialized skills 
 Personal characteristics relevant to the position 
 References (minimum of three) 

HHF Planners is one of the largest environmental and land use planning groups in the Pacific region, providing 
comprehensive services ranging from community/regional development plans, environmental plans, landscape architecture 
and design projects throughout Hawai‘i and the Pacific Basin. We are internationally recognized, highly respected, dedicated 

to our clients, reliable, creative, and committed to sustainability. 
www.hhf.com 


