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JOB DESCRIPTION



Job Title:		Line Service Technician

Department:		City Manager

FLSA:			Non – Exempt 			Grade: 6
					Safety Sensitive Job:	Yes
					Security Sensitive Job:	No

Job Description Prepared:		November 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:	Fixed Based Operator Manager

Subordinate Staff:	None

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 Transportation (ALDOT)


Job Summary

Under the supervision of the Fixed Based Operator Manager, this employee is responsible for but not limited to, directing, guiding, towing, parking, and greeting arriving aircraft; providing fuel, oil, hanger and tie down storage, lavatory service, and upkeep and maintenance of all airport grounds. The employee is also responsible for taking incoming calls, fuel orders, and requests for assistance from customers. The employee takes payments from customers in cash, check and credit card sales and maintains daily log of sales. This job classification is identified as safety-sensitive and is subject to pre-employment background check and random drug screens.


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:  Fuel and Vehicle Maintenance. Maintains airport vehicles which includes fueling and any maintenance required to ensure safety and service standards at all times. 

1. Monitors fuel levels and maintains fuel inventories
2. Ensures aircraft have proper fuel levels for safe flight operation
3. Ensures fuel trucks are stocked and prepared to distribute fuel
4. Performs quality control checks to make sure fueling is handled safely and efficiently
5. Reports any visible damage to aircraft
6. Operates fuel trucks in safe and responsible manner
7. Drives and services fuel trucks and ground support vehicles and services aircraft and ground support vehicles with fuel, oil, and other supplies
8. Performs daily and monthly fuel truck safety inspections
9. Ensures vehicles are in safe operating order and running properly
10. Maintains proper fluid levels on all equipment 
11. Keeps an adequate inventory of fuel and oil on hand in the fuel farm
12. Notifies supervisor in timely manner of depleted supplies
13. Maintains compliance with all FAA, Federal, Local, and NTSB safety policies and procedures
14. Checks and sumps all fuel tanks and filter drains daily
15. Checks fuel filter dates and ensures they are in date on fuel trucks and fuel farm
16. Maintains fuel farm in a clean and safe operating condition
17. Receives fuel from delivery tankers and ensures correct fuel is off loaded into proper tanks
18. Checks color and specific gravity of fuel delivered
19. Performs white bucket tests on each delivery and sump test
20. Tests fuel quality using field test, api gravity test and Millipore test
21. Transfers fuel from fuel storage tanks and fuel trucks as necessary
22. Performs grounding, safety checks, and monitors fuel transfers for safety and spill prevention
23. Records all meter reading and fuel records
24. Reports any problems or discrepancies to supervisor




ESSENTIAL FUNCTION:  Grounds and Terminal Maintenance. Performs general maintenance on grounds, runways, taxiways and facilities equipment such as tractors, mowers, sweepers, sprayers, lawn tractors, blowers, compressors, weed eaters, welders, and pre-heaters

1. Ensures supplies and materials for cleaning up spills of hazardous materials are in place and available.
2. Performs upkeep and maintenance of all airport grounds along with terminal and hangar buildings
3. Ensures proper function of  all lights on the airport runway, taxiways, buildings and parking lots
4. Maintains all airport aircraft movement and passenger areas in a clean and safe manor
5. Repairs equipment and fixtures at the airport such as runway lighting, fixtures to regulators, and receivers/controllers
6. Performs grounds keeping and janitorial maintenance duties including sweeping, vacuuming, moping, and trash removal
7. Operates lawn and garden equipment to maintain grounds
8. Performs brush and tree trimming as necessary
9. Ensures terminals are litter-free, clean, safe and organized
10. Maintains aircraft hangars so planes can be parked or stored over night or for long periods of time
11. Reports any suspicious activity in terminals including unattended baggage to immediate supervisor 



ESSENTIAL FUNCTION:    Administrative and Office Functions. Takes incoming calls, answers questions from customers. Maintains daily log of sales and make deposits to the bank with cash and checks. 

1. Consistently represents the City and the Airport in a positive and professional manner.
2. Takes incoming calls, fuel orders, and requests for assistance from the public
3. Serves public by answering questions and addressing customer requests
4. Accepts payments from customers in cash, check, and credit card sales. 
5. Ensures daily cash drawer amounts balance with daily sales
6. Makes bank deposits to the bank with cash and checks and sends copy to accounting department
7. Maintains fuel inventories and submit reports to Fixed Based Operator
8. Utilizes office electronic equipment, to include a computer, phones, fax machines, copiers, etc.
9. Performs other related duties as required. 



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

1. *Knowledge of City regulations policies and procedures.
2. *Knowledge of 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 safe aircraft refueling techniques.
9. Knowledge of computers, software and modern office equipment.
10. Knowledge of disaster and emergency procedures.
11. Communication skills to effectively communicate internally and externally, both orally and in writing.
12. Reading skills to understand and interpret laws, regulations, ordinances, policies, procedure and other complex documents. 
13. Ability to understand basic weather conditions and the impacts on airport operations
14. Verbal skills to communicate effectively with elected officials, supervisor, co-workers, subordinates, general public and City personnel.
15. Math skills to perform basic calculations (add, subtract, multiply, divide) and balance accounts as needed.
16. Writing and grammar skills to clearly and concisely compose correspondence, prepare documents, reports, forms, records, etc.
17. Ability to consistently represent the City in a positive, professional manner.
18. Ability to plan, organize, coordinate and carry out work.
19. Ability to solve general, conventional problems. 
20. Ability to work effectively with others to accomplish established goals and projects.
21. Ability to navigate to all areas of the airport property in all types of weather
22. Ability to work independently and without supervision.
23. Ability to pay attention to detail when completing reports.
24. Ability to exercise good judgment to make prudent decisions.
25. Ability to use multi-line telephones.
26. Ability to operate standard office equipment such as computers, copier, fax machines, etc.
27. Ability to handle and account for monies.
28. Ability to operate a two-way radio.
29. Ability to perform basic maintenance functions.
30. Ability to drive.



Minimum Qualifications

1. Possess a high school diploma or GED.
2. Possess one year of related experience, Aviation experience a plus
3. Ability to complete NATA safety 1st Professional Line Service Technician Training within two (2) years of hire date. 
4. Possess a current and valid driver’s license and be insurable.
5. Ability to work non-standard work hours.
6. Ability to travel for training.
7. Ability to pass a pre-employment background check and random drug screens.


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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