		Approved 07/06/2020

CITY OF TALLADEGA
JOB DESCRIPTION



Job Title:	Fixed Based Operations Manager

Department:		City Manager

FLSA:			Non-Exempt				Grade:			7
					Safety Sensitive Job:	Yes
					Security Sensitive Job:	No

Job Description Prepared:		October 2019

Note:	Statements included in this description are intended to reflect in general the duties and responsibilities of this job and are not to be interpreted as being all-inclusive.  The employee may be assigned other duties that are not specifically included.


Relationships

Reports to:	City Manager	 

Subordinate Staff:	Airport Personnel 

Other Internal Contacts:	All City Departments

External Contacts:	General Public; Pilots; Air Traffic Control Personnel; Tenants; Emergency Crews; Airport Board; Federal Aviation Administration (FAA), National Transportation Safety Board (NTSB); Alabama Department of Environmental Management (ADEM); Alabama Law Enforcement Agency (ALEA); Department of Homeland Security (DHS); Economic Development Alliance; State of Alabama Aeronautics Bureau; Alabama Department of Environmental Management (ADEM); Alabama Department of Transportation (ALDOT)


Job Summary

[bookmark: _GoBack]Under the direction of the City Manager, the employee is responsible for managing the day-to-day activities associated with servicing corporate and private aviation customers of the Talladega Municipal Airport. The employee will be in charge of assessing, evaluating, coordinating and overseeing the daily airport operations in accordance with City polices. The employee ensures the safe and efficient operation of the runways, fuel storage, hangers, and all airport equipment and grounds. Employee develops the operating budget and working within prescribed budget, greeting visitors as well as generating new business for the facility. The employee will also be responsible for making sure that the airport complies with current FAA and State of Alabama aviation regulations and procedures. The employee will supervise personnel providing line operations, aircraft fueling and fuel sales, short term overnight aircraft storage, short term and long term hangar leases, aircraft rental and aircraft cleaning services. This job classification is identified as safety-sensitive and is subject to a pre-employment drug screen and background check.


Essential Functions

ESSENTIAL FUNCTIONS:  The following list was developed through a job analysis; however, it is not exhaustive and other duties may be required and assigned.  A person with a disability which is covered by the ADA must be able to perform the essential functions of the job unaided or with the assistance of a reasonable accommodation.

ESSENTIAL FUNCTION: Supervision and Management. The employee provides leadership and direction to Airport Personnel and directs the day-to-day operations of the airport.


1. Serves as the initial contact for the Talladega Municipal Airport.
2. Directs the overall day-to-day operations of the City Airport.
3. Responds to questions regarding the Talladega Municipal Airport.
4. Solves problems that are conventional; refers complex problems to the City Manager.
5. Conducts performance evaluations for subordinate staff.
6. Prepares the airport operating and capital investment budget by determining supplies and equipment needs; submits for approval. 
7. Monitors and operates within annual budget. 
8. Maintains airport records for reports to federal, state and local agencies.
9. Supervises City operated aviation fuel facility
10. Records and processes all fuel transactions
11. Maintains a daily record of fuel sales in gallons and dollars.
12. Prepares and writes purchase orders.
13. Works with engineering consultants on airport upgrades as well as grants for airport and facilities.
14. Ensures all FFA safety policies and procedures are followed.
15. Ensures all DHS policies and procedures are followed.
16. Ensures all TSA policies and procedures are followed. 
17. Manages preparation of federal grant applications and accompanying Environmental Impact Reports.
18. Conducts periodic meetings with subordinate staff
19. Develops and maintains work schedules
20. Ensures Airport is adequately staffed
21. Reports difficulties, uncertainties, unserviceable equipment or potential safety hazards and observes all safety precautions in the performance of assigned tasks at all times. 
22. Recommends, negotiates and administers contracts with private individuals and firms, and commercial agencies for the use of airport facilities.
23. Ensures that proper and adequate training is provided on operating rules, safety standards, and emergency procedures.
24. Plan, direct, coordinate, and oversee activities associated with general aviation ground support services including customer service, aircraft fueling and line operations, avionics services, hangar facilities, and the teams performing these duties
25. Direct oversight of facility’s equipment ensuring all are maintained to manufacturer’s specifications and safe working order
26. Inspect vehicles and fuel storage facility, communicate maintenance, safety, or property issues to the City Manager. 
27. Assigns and keeps records of all aircraft parking, landing fees and hangar rentals; develops, recommends and implements a fee schedule for the use of airport facilities and services, and assists the Finance Department with delinquent accounts.
28. Generates local airfield Notice-To-Airmen (NOTAM).
29.      Performs other related duties as assigned.


ESSENTIAL FUNCTION: Airfield Operations and Management. Employee directs and services public in airport operations and functions. 

1. Interacts with the general public to respond to inquiries regarding hangar rentals, fueling, flight instruction, avionics, air taxi and charters, aircraft sales and rentals.
2. Maintains working relationships with government officials and agencies, tenants, employees, and general public
3. Communicates with arriving and departing pilots and other users of the airport
4. Oversees daily weather conditions and informs subordinate staff and airport users of possible weather impacts on airport operations
5. Plans and carries out airport operations, maintenance, and development programs.
6. Provides airframe or power plant repair 
7. Ensures a FAA certified mechanic is present when aircraft services are provided
8. Provides fueling services
9. Communicates by radio with aircraft. 
10. Ensures fuel storage tanks are approved and registered by the State of Alabama if required
11. Ensures fuel deliveries are provided by trained and qualified fueling technicians
12. Ensures a state (ADEM) approved plan of action is in place in case of a massive fuel spill
13. Ensures at least the minimum number of working fire extinguishers and bonding cables as recommended in the latest edition of the National Fire Protection Association booklet, Manual 407 are available and ready to use
14. Ensures line services are provided by properly trained personnel with appropriate ropes, chains, or other restraining devices and wheel chocks for each tie down position.
15. Regulates and assigns parking or storage space for vehicles, transient aircraft and local aircraft.
16. Collects and records all hanger rent payments.
17. Checks and monitors runways for obstructions.
18. Checks and monitors runway lights for proper operation.
19. Ensures all communications equipment is maintained in operational condition. 
20. Provides flight instruction through trained and certified instructors and provides adequate classroom space
21. Ensures sufficient hangar space, T-hangar, and tie down spaces for aircraft storage
22. Ensure all facilities are in good repair and maintained to a high level of cleanliness


ESSENTIAL FUNCTION: Administrative and Departmental Functions.  Promotes a conducive and coherent work environment by consistently representing the City in a positive manner, conducting research on laws and regulations to ensure compliance, compiling and securing information, and acting as liaison. Collecting money, building a budget. 

1. Represents the City and department in a consistently positive and professional manner.
2. Maintains and updates communications with the City Manager regarding emerging information and occurrences.
3. Prepares Airport budget and submits for approval.
4. Collects monies and receipts and submits to Finance Department.
5. Serves as the liaison for the Talladega Municipal Airport
6. Attends local and state conferences and seminars to maintain knowledge and necessary credentialing. 
7. Performs a full range of clerical tasks to support the department functions, answers and transfers phone call, types and sends communications, enters data into the computer, makes copies, files documents, orders supplies, etc., as requested
8. Utilizes office electronic equipment, to include a computer.  
9. Utilizes spreadsheets and specialized software.
10. Performs other duties as assigned. 

Knowledge, Skills and Abilities
(* Can be acquired on the job)

1. *Knowledge of City rules, regulations, policies and procedures.
2. *Knowledge of the locations of City properties and important locations. 
3. Knowledge of Federal Aviation Administration (FAA) and Aeronautics Bureau rules and regulations.
4. Knowledge of state and federal regulations governing municipal airports.
5. Thorough knowledge of: modern business principles and practices as they relate to governmental management of an airport.
6. Knowledge of: modern office methods and procedures; the development of airport master plans, airport land use and zoning regulations.
7. Knowledge of airport construction and preventive maintenance principles.
8. Knowledge of basic accounting, budget preparation and administration.
9. Knowledge of safe aircraft refueling techniques.
10. Knowledge of computers, software and modern office equipment.
11. Knowledge of disaster and emergency procedures.
12. Communication skills to effectively communicate internally and externally, both orally and in writing.
13. Reading skills to understand and interpret laws, regulations, ordinances, policies, procedure and other complex documents. 
14. Ability to understand basic weather conditions and the impacts on airport operations
15. Verbal skills to communicate effectively with elected officials, supervisor, co-workers, subordinates, general public and City personnel.
16. Math skills to perform basic calculations (add, subtract, multiply, divide) and balance accounts as needed.
17. Writing and grammar skills to clearly and concisely compose correspondence, prepare documents, reports, forms, records, etc.
18. Ability to consistently represent the City in a positive, professional manner.
19. Ability to plan, organize, coordinate and carry out work.
20. Ability to solve general, conventional problems. 
21. Ability to work effectively with others to accomplish established goals and projects.
22. Ability to navigate to all areas of the airport property in all types of weather
23. Ability to work independently and without supervision.
24. Ability to pay attention to detail when completing reports.
25. Ability to exercise good judgment to make prudent decisions.
26. Ability to use multi-line telephones.
27. Ability to operate standard office equipment such as computers, copier, fax machines, etc.
28. Ability to handle and account for monies.
29. Ability to operate a two-way radio.
30. Ability to perform basic maintenance functions.
31. Ability to drive.





Minimum Qualifications

1. Possess a Bachelor’s degree in Business Administration, Aviation Management, or related field from an accredited college or university. 
2. A minimum of Five (5) years of work experience in an airport of similar size, with similar services, in an administrative capacity is required, particularly showing increasing degrees of responsibility and including some experience with many of the following areas: budget preparation, long-range planning, airport maintenance, property management, supervision, and administration of general operations, public relations, and capital project administration.
3. FAA pilots rating is highly desirable. 
4. Ability to work non-standard work hours.
5. Ability to travel.
6. Must possess a current and valid driver’s license; and be insurable.
7. Must be able to pass a pre-employment drug screen and background check.





Physical Demands

The work requires some physical exertion such as long periods of standing; walking over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping, stretching, reaching or similar activities; recurring lifting moderately heavy items such as record boxes.  The work may require specific, but common, physical characteristics and abilities such as above-average agility and dexterity.


Work Environment 

The work environment involves high risks with exposure to potentially dangerous situations or unusual environmental stress which require a range of safety and other precautions, e.g. working at great heights under extreme weather conditions, subject to physical attack or mob conditions, or similar situations where conditions cannot be controlled.

Acknowledgment

I acknowledge that I have received a copy of my job description.
I am aware that any questions about my job performance expectations should be referred to my supervisor or department director.


Printed name					Signature				Date
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