



Rio Grande County
Job Description

Job Title:	County Airport Manager
Department:	Airport
Reports to:	County Administrator
Status:		Part time - Non Exempt
[bookmark: _GoBack]Prepared Date:  April 2017
Approved By:	Board of County Commissioners
SUMMARY:   The County Airport Manager plans, coordinates and monitors activities related to the operations and maintenance of the county airport.  Ensures compliance with local, state, and federal laws and regulations regarding airport operations, zoning, and security.  Provides a safe operating environment for both transient and based aircraft.  Works with the County Road and Bridge Department in providing services to maintain airport facilities and equipment.
The Rio Grande County Airport Manager is a part-time position expected to work no more than sixteen (16) to twenty (20) hours per week.  The position is non-exempt and may be combined with another Rio Grande County position to compliment a full-time position.  Daily time sheets will be required to identify work committed to the Airport Program.
SUPERVISION EXERCISED:  Supervises, evaluates, hires and terminates the following positions:  None
COORDINATION DUTIES:
	Rio Grande County Administration Department
	Rio Grande County Road and Bridge Department
	Rio Grande County Emergency Manager
	Rio Grande County Land Use Department
	Rio Grande County Building Department
	Rio Grande Public Information Officer
	Rio Grande County Airport Advisory Board

ESSENTIAL DUTIES and RESPONSIBILITIES:    The list of duties below is not all inclusive.

· Works with County Road and Bridge Department and other contractors to maintain airport facilities and equipment.  This may include light mowing of weeds in the summer months.
· Supervises County operated avgas fuel facilities.  This includes monitoring and reporting fuel as necessary to comply with local, State, and Federal agencies.

· Responds to emergency situations affecting the airport. 
· Investigates complaints, and provides information regarding airport operations, policies, rentals, fees and field rules.
· Confers with governmental officials, airport advisory board, business and general public about the airport.
· Maintains airport records for reports to federal, state and local agencies.  This includes completion of  annual storm water drain permit report to State of Colorado
· Attends and/or arranges meetings and conferences with governmental, civic and aviation organizations.  This includes the Rio Grande County Advisory Airport Board.
· Serves as the point of contact for the airport including but not limited to maintaining the storm drain permit, issuing leases, coordinating the operation of the AWOS, lights, phone, and internet service.
· Collects, tracks, reports and analyzes a variety of data in support of airport operations, safety and compliance requirements.  Submits a variety of reports and forms as required.
· Works to promote and market airport services.  Develops and implements activities designed to fully utilize airport facilities and services.
· Performs other duties as assigned by the County Administrator or BOCC 

Future duties when determined and approved by Commissioners.  As the airport grows, the need for this job description to expand is a possibility.

QUALIFICATIONS
Reasonable accommodations may be made to enable individual with disabilities to perform the essential functions.

EDUCATION and EXPERIENCE:   High School diploma minimum.  Bachelor’s degree in Aviation Management, Business Administration, or a related field, or two years of working experience in the aviation industry is preferred.  

Knowledge, Skills, and Abilities:
· Knowledge of principals, practices, and techniques of the aviation business and terminology.
· Knowledge of governmental accounting, financial reporting and budgeting
· Knowledge of the principals and techniques of organization, management, and supervision including project planning and grants management.
· Knowledge of Colorado law as applicable to the operations, functions, policies and procedure of airport management.
· Strong leadership, interpersonal, and conflict resolution skills.
· Strong written and verbal communication skills.
· Well-developed ability to provide effective leadership and coordination in developing solutions, recommending new techniques, and supervising staff procedures.
· Ability to prepare, present, and interpret complex reports.
· Well-developed ability to establish and maintain effective working relationships with employees, officials and the public.

LANGUAGE SKILLS:  English is the main language; other language not a requirement but acceptable.
 
CERTIFICATES, LICENSES, REGISTRATIONS:  Valid Driver’s License

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

This is a position which requires some office type activities such as sitting, standing, and walking.   It will also require the ability to work outside in possible inclement weather and perform light maintenance duties.   The employee must occasionally lift and/or move up to 60 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, and ability to focus.  Must perform a variety of hand and eye coordination tasks.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  The noise level in the work environment can be loud at times.  Employee may work in an office environment or in an out-door environment.  Employee may have unscheduled hours and attend after-hour meetings locally and state wide.    Must be able to respond to emergency situations 24 hours per day.

BENEFITS:  None 

EQUAL OPPORTUNITY:   Rio Grande County is an Equal Opportunity Employer.  All persons receiving compensation from Rio Grande County through payroll are considered employees of Rio Grande County and are expected to adhere to Rio Grande County Employment Policies.  



THIS JOB DESCRIPTION DOES NOT CONSTITUE AN EMPLOYMENT AGREEMENT.
Nothing in this job description restricts Rio Grande County’s ability to assign, reassign or eliminate duties and responsibilities of this job at any time.  It does not prescribe or restrict the tasks that may be assigned.  Those functions may change at any time as the needs of the County change or for other reasons deemed appropriate.  This does not constitute a contract, written or implied, between the County and any County employee.  No employee should consider these guidelines as a contract.  Rio Grande County does not guarantee any specific term or length of employment.  All employees of the County are “at will employees”.

I, __________________________________________ have read the above job description for Rio

Grande County _______________________________ Department.  To the best of my knowledge, I am 

able to perform all duties of the job as described.


_______________________________________ 			_______________________
Employee/Applicant							Date

____________________________________				_______________________
Rio Grande County Administrator					Date




Note:  A job description will need to be signed by the applicant selected for the position.
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