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Principal Broker

Full Role Description and Accountability Framework

Position Title Principal Broker

Employment Type Full-time, salaried, exempt

Reports To CEO

Primary Focus Lead the development and operation of HCA's real estate
brokerage

Works Closely With Chief Financial Officer, Chief Strategy Officer, Housing &
Community Investments, Programs, Data, Communications &
Marketing, Advancement, etc.

Pay Range $115,000 - $125,000/annually

ABOUT HAWAIIAN COMMUNITY ASSETS

Hawaiian Community Assets (HCA) is a non-profit organization dedicated to building the
capacity of low- and moderate-income communities to achieve and sustain economic self-
sufficiency, with a particular focus on Native Hawaiians. Through housing counseling, financial
education, lending partnerships, housing initiatives, and innovative programming, HCA works to
create long-term pathways toward economic resilience and housing stability across Hawai-“i.

As a Native Hawaiian-focused organization, HCA is committed to fostering a positive and
respectful environment, advancing community innovation and growth, collaborating across
teams and partnerships, communicating with integrity, and demonstrating drive and
accountability. We operate in an evolving environment that requires cultural grounding, mission
alignment, continuous learning, and a shared commitment to delivering meaningful results for
our communities.

POSITION SUMMARY

The Principal Broker will be HCA's first real estate hire and will lead the development and
operation of HCA's real estate brokerage and property management services.



This role is responsible for the direct management and supervision of HCA's licensed brokerage
firm and its licensees, oversight of all real estate transactions conducted through the brokerage
and Ua Hale A‘ela program, and the development and launch of property management services
for affordable housing.

The Principal Broker will balance two primary responsibilities: protecting the brokerage through
compliant, well-documented, and financially sound operations, while advancing HCA's vision for
community-centered real estate. This includes developing approaches that help Native Hawaiian
and local families remain in or return to Hawai-i.

REPORTING STRUCTURE

Reports directly to the Chief Executive Officer.

ESSENTIAL DUTIES

Core Accountability
1. Brokerage Leadership and Compliance

e Serve as the Principal Broker for HCA's licensed brokerage.

« Directly manage and supervise brokerage operations and associated real estate
licensees.

e Ensure brokerage operations comply with Hawai‘i Revised Statutes and Hawai‘i
Administrative Rules.

+ Develop policies and procedures governing real estate transactions and the conduct of
associated licensees and other staff, including education and enforcement of those
policies and procedures.

e Maintain brokerage records, contracts, and documents, and review and retain all real
estate contracts handled by associated licensees.

e Review and approve transaction files to ensure compliance with Hawai‘i real estate law,
brokerage policies, and disclosure requirements established by the Hawai‘i Real Estate
Commission.

¢ Identify and address brokerage risks, compliance issues, and disputes, and coordinate
with legal counsel on regulatory compliance and risk management.

e Oversee client trust accounts, disbursements from those accounts, and brokerage
accounting practices.

¢ Properly handle commission applications, real estate license applications, and renewal
applications that the Principal Broker or brokerage expressly agrees to handle on behalf of
an applicant. Verify completeness and applicable fees and deliver documents to the
Commission by the required deadlines.

e Establish policies for continuing education requirements for all associated licensees in
compliance with statutory requirements.

e Ensure the licenses of all associated licensees and the brokerage firm's license remain
current and active.

e Establish and maintain a training program for associated licensees, including updates to
real estate licensing laws, rules, and other related laws and regulations.



¢ If management or supervision duties are delegated to one or more brokers in charge,
provide written policies and procedures. Retain responsibility for the required education,
enforcement, and records.

2. Mission-Driven Real Estate and Ua Hale A¢ela

e Pilot and implement real estate approaches that help keep homes in local hands,
including pathways from renting to homeownership, partnerships with land trusts and
community developers, and strategies that help families remain in their communities.

¢ Apply an anti-displacement approach to brokerage decisions.

e Work closely with HCA's financial education and housing counseling teams to connect
clients through a coordinated path from credit and savings to homeownership readiness
and closing.

e Bring new ideas to the CEQ, test them responsibly, and measure whether they help
families stay housed.

e Oversee all real estate transactions involving the purchase or sale of Ua Hale A‘ela homes,
including initial program acquisitions and transactions supporting Ua Hale A‘ela clients
purchasing homes from HCA.

e Ensure transactions meet disclosure, escrow, and regulatory requirements and align with
program timelines for readiness and closing.

e Coordinate with the Housing Division on listing schedules, buyer readiness, and closing
timelines for Ua Hale A‘ela units.

e Supervise market transactions outside the Ua Hale A‘ela program, ensuring they are
conducted professionally, reflect HCA's values, and contribute toward brokerage revenue
goals.

e Ensure agents clearly communicate HCA's mission and help clients understand how
brokerage revenue supports programs that allow Native Hawaiian families and Hawaii
residents to remain in or return to Hawai-i.

3. Property Management Services

e Build and launch HCA's property management service model, policies, and systems in line
with HCA's vision, focusing on affordable housing for Ua Hale A‘ela and partner
organizations that develop or own affordable housing.

e Create atenant-centered approach that combines professional property management
with support for residents to remain stably housed, including connections to HCA financial
coaching and homeownership preparation.

o Develop service offerings, pricing, and agreements that are financially sustainable for HCA
and affordable for nonprofit and community partners.

e Ensure property management services meet Hawai‘i licensing and landlord-tenant
requirements and, where applicable, the income, rent, and reporting requirements of
affordable housing programs.

e Oversee property management for Ua Hale A‘ela units in rental status, ensure
management aligns with program standards, and coordinate tenant transitions as units
move toward sale.

e Recruit and supervise the Property Manager and future property management staff
responsible for tenant communication and maintenance coordination.

¢ Build relationships with affordable housing partners and grow the property management
portfolio over time.



4. HOA and Community Association Coordination

e Pursue opportunities for HCA to provide property management or HOA management
services when requested by associations created through the Ua Hale A‘ela program.

e Support newly formed homeowner associations as they transition to independent
governance by connecting them with appropriate management services.

e Help ensure buildings are professionally managed while generating sustainable program
revenue for HCA.

5. Supervision and Team Development

e Supervise, mentor, and train licensed agents operating within the brokerage and provide
professional development opportunities.

e Serve as the escalation point for transaction disputes, contract issues, and client
concerns, and provide resolution strategies that protect clients and the organization.

e Set expectations for professional conduct, transaction management, and mission
alignment across the brokerage team.

e Foster a positive, respectful, and collaborative environment for all agents and staff
consistent with HCA's core values.

¢ Lead with clear communication, accountability, and support so agents feel respected and
motivated in their work.

e Over time, grow the brokerage into a preferred home for local agents who want their work
to strengthen their communities.

6. Marketing, Partnerships, and Revenue Development

e Work with HCA's communications & marketing team to effectively promote Ua Hale A‘ela
and brokerage properties in compliance with Hawai‘i Real Estate Commission advertising
guidelines.

e Provide accurate, up-to-date information on units preparing for sale, including property
details, photos, pricing, and anticipated listing timelines.

e Coordinate listing materials and disclosures with agents.

e Ensure Ua Hale A‘ela and external listings align with HCA branding standards.

¢ Keep the Housing Division and marketing team current on property availability, listing
launches, and sales.

¢ Build long-term financial sustainability for brokerage and property management services
through responsible transaction volume and management contracts that complement
Ua Hale A‘ela.

e When appropriate, represent buyers or sellers in transactions outside the Ua Hale A‘ela
program in alignment with HCA's mission.

e Monitor the pipeline, including Ua Hale A‘ela sales, external transactions, and property
management contracts, to ensure revenue targets and organizational KPIs are being met.

¢ Work with the CEO to establish annual performance goals.

e Support the reinvestment of revenue into HCA's financial education and housing
counseling services.

Additional Duties



This position description outlines the general responsibilities of the role. Additional duties may be
assigned as needed to support the mission and evolving operations of the brokerage, property
management services, and Hawaiian Community Assets.

MEASURES OF SUCCESS

e The brokerage is fully compliant, well-managed, and trusted by the Hawai‘i Real Estate
Commission, clients, and partners.

¢ Ua Hale A‘ela families move successfully from renting to homeownership readiness and
purchase.

¢ HCA property management services are launched and serving Ua Hale A‘ela and at least
one external affordable housing partner.

e Brokerage and property management revenue grows and contributes to sustaining HCA
programs.

e Agents and staff work in a positive, collaborative environment and are aligned with HCA's
mission.

DECISION AUTHORITY AND ROLE BOUNDARIES

This position works closely with the CEO to establish priorities and align brokerage and property
management activities with HCA’s mission and organizational goals. Specific decision rights,
approval requirements, and role boundaries will be defined with the CEO as the role and services
develop.

QUALIFICATIONS

Minimum Qualifications

e Active Hawai‘i Real Estate Broker license in good standing and the ability to serve as
Principal Broker.

e Strong knowledge of Hawai‘i real estate law, trust accounting, and brokerage compliance
requirements.

e Experience managing residential real estate transactions from contract through closing.

e Experience supervising, mentoring, or managing licensed real estate agents or
professional staff.

e Demonstrated commitment to housing access, community development, or serving low-
and moderate-income families.

e Strong organizational, leadership, and problem-solving skills, with a willingness to try new
approaches.

Physical Requirements and Work Environment

Work is performed in office, remote, and community settings, including residential properties and
locations undergoing renovation. The position requires regular computer use, communication
with clients and colleagues, and travel to property visits, meetings, and events, including
occasional interisland travel. Property visits may involve stairs, uneven terrain, and outdoor
conditions. Occasional evening or weekend work may be required to support transactions and
client needs.



Preferred Qualifications

e Experience with affordable housing, community land trusts, rent-to-own, or community
development programs.

e Experience building or managing property management operations or rental housing
portfolios, especially affordable housing.

¢ Familiarity with affordable housing compliance, including income certification, rent limits,
and funder reporting.

e Experience coordinating with HOAs or condominium associations.

e Experience supporting first-time homebuyers.

e Experience starting a new business line, office, or program.

e Connection to Native Hawaiion communities and familiarity with Hawaiian culture and
values.

BENEFITS

e A 32-hour, four-day workweek, with your regular day off determined in coordination with
your supervisor

e 16 paid holidays each year

¢ 100% medical and dental coverage for employee-only plans, subject to the applicable
plan and employer contribution limits

¢ An allotment of PTO after completing six months of employment and again on each
anniversary thereafter

¢ Paid bereavement leave

e Employer-paid life insurance for employees who regularly work 20 hours or more per week

¢ Flexible Spending Accounts for eligible medical and dependent-care expenses

e Tuition assistance reimbursement

e Access to an Employee Assistance Program

e Additional lifestyle benefits and discounts through ALTRES, including travel, entertainment,
gas, credit unions, movie tickets, cell service providers, car rentals, pet insurance, gym
memberships, and auto purchases.

In addition to our benefits package, HCA offers an annual Cost-of-Living Adjustment, or COLA, to
help offset inflation. COLA increases typically range from 0% to 5%, are applied uniformly rather
than based on individual performance, and are processed near each employee’s anniversary
date.

HCA also provides a Service-Based Increase after every five consecutive years of employment.
This is a fixed 3% increase that recognizes an employee'’s long-term commitment and the
institutional knowledge they've built over time. The service-based increase is separate from
COLA, which means an employee may receive both within the same fiscal year.
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