Airport Manager, Public Works

Page 2 


TITLE:  Airport Manager
PW/8
DEPARTMENT:  Public Works, City of Franklin
JOB SUMMARY:  This position manages the operations of the municipal airport.
MAJOR DUTIES:


o
Manages and performs airport operations, customer service, aircraft fueling, and airport maintenance.

o
Works with federal, state, and local regulatory agencies to maintain compliance.


Provides cleaning for the terminal building and adjacent grounds; and provides 
grass cutting around terminal building and tie downs weekly or as needed; and 
mowing of the rest of the airport grounds. 

o
Provides customer service.


o
Communicates with arriving and departing aircraft.


o
Prepares, submits, and administers grants and related projects.


o
Inspects all equipment and buildings related to the airport; makes repairs or arranges repair contracts.


o
Maintains records of daily airport activities.


o
Secures tenants and handles hangar leases.


o
Prepares and administers the annual airport budget.


o
Serves as secretary to the Airport Advisory Board.


o
Prepares required reports.


o
Conducts tours and field trips for local schools and organizations.


o
Administers the Storm Water Pollution Plan and the Spill Prevention Plan.


o
Attends conferences and meetings.

· Performs other related duties as assigned.

· Applies herbicide in accordance with state and federal regulations.

KNOWLEDGE REQUIRED BY THE POSITION:


o
Knowledge of airport operations and maintenance.

o
Knowledge of the occupational hazards associated with the facility.

o
Knowledge of personal computers for use in word processing and electronic communications.


o
Skill in establishing and maintaining effective working relationships with associates, subordinates, and the general public.

o
Skill in the preparation of detailed reports.

o
Skill in oral and written communication.


o
Skill in comprehending, understanding, and interpreting complex and technical information.
SUPERVISORY CONTROLS:  The Director assigns work in terms of very general instructions. The manager spot-checks completed work for compliance with procedures and the nature and propriety of the final results.
GUIDELINES:  Guidelines include the FAA regulations, Virginia Department of Aviation guidelines, local codes, local and federal fire codes, building codes, EPA regulations, VDEQ regulations, and fuel handling quality control guidelines. These guidelines require judgment, selection, and interpretation in application. 
COMPLEXITY:  The work consists of varied management and administrative duties.  The variety of situations encountered contributes to the complexity of the position.
SCOPE AND EFFECT:  The purpose of this position is to manage the operation of the city airport. Successful performance in this position results in a well managed, safe, and effective airport.
PERSONAL CONTACTS:  Contacts are typically with other city personnel, regulatory agents, elected and appointed officials, pilots, lease holders, contractors, vendors, school and community groups, and members of the general public.
PURPOSE OF CONTACTS:  Contacts are typically to give or exchange information, resolve problems, provide services, and negotiate or justify matters.
PHYSICAL DEMANDS:  The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, bending, crouching, or stooping. The employee occasionally lifts light and heavy objects, climbs ladders, and uses tools or equipment requiring a high degree of dexterity.
WORK ENVIRONMENT:  The work is typically performed in an office or outdoors.  The employee is exposed to noise, dust, dirt, grease, machinery with moving parts, irritating chemicals, and occasional cold or inclement weather. The work requires the use of protective devices such as masks, goggles, or gloves.
MINIMUM QUALIFICATIONS:

· Knowledge and level of competency commonly associated with completion of specialized training in the field of work, in addition to basic skills typically associated with a high school education.

· Experience sufficient to thoroughly understand the work of subordinate positions to be able to answer questions and resolve problems, usually associated with one to three years experience or service.

· Possession of or ability to readily obtain a valid driver's license issued by the State of Virginia for the type of vehicle or equipment operated.

