Town of Greeneville 
Job Description

Job Title:          Airport Manager									
Department:     Administration
Reports to:        Operationally: Airport Authority Commission ___________________________

                           Administratively: City Administrator   	 					
FLSA Status:    Exempt Salary
Civil Service      Non-Classified
Prepared by:     Todd Smith										
Prepared Date:  May 24, 2018	
Approved by:	    Human Resources									
Approved Date:
	
SUMMARY
The Airport Manager shall manage all day to day activities of the Greeneville Municipal Airport.  These duties include: preparing and executing annual budgets, directing maintenance activities, managing day to day airport operations, long term airport planning, overseeing airport staff activities, making recommendations to the Airport Authority and the Board of Mayor and Aldermen on airport improvements, developing economic opportunities associated with the airport, and other activities that enhance opportunities at the Greeneville Municipal Airport.  The Airport Manager must display initiative, solve complex problems, positively interact with the public, and display a high level of character.  
SUPERVISORY RESPONSIBILITIES 
No current supervisory responsibilities; supervisory duties may be added in the future.
ESSENTIAL FUNCTIONS
· Oversee all day to day operations of the airport.
· Execute forward base operations (FBO); and or oversee contract overseeing FBO operator.
· Prepare and execute an annual budget to be recommended by the Airport Authority and approved by the Greeneville Board of Mayor and Aldermen.
· Successfully manage all leases, sales, and other financial transactions that occur at the airport property.
· Develop and carry-out an airport safety plan; make recommendations for safety plan modifications, as necessary.
· Enforce all Federal Aviation Administration (FAA) requirements and ensure the airport adhere to all other federal, state and local laws, regulations, and other requirements.
· Implement a public promotion program highlighting the benefits and opportunities available at the Greeneville Municipal Airport.
· Promote the logistical advantages of the Greeneville Airport to regional corporate interests. 
· Plan and execute special aviation related events at the airport.

ESSENTIAL FUNCTIONS – (Continued)
· Promote aviation related business opportunities on airport property; and promote general aviation business opportunities within the Town of Greeneville at large.
· Develop and execute a facility plan to maintain airport runway, taxiways, tarmacs, T-hangers, corporate hangers, FBO office space, other office space, fuel farms, security systems, and other facilities as needed.  Develop and implement a long-term capital improvement plan.
 
QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.
OCCUPATIONAL KNOWLEDGE AND ABILITIES
· Ability to work in an independent environment with little oversight.
· Problem solver able to solve complex issues.
· Strong written and verbal communication skills; ability to address public meetings.
· Working knowledge of organizational finance and budgeting skills; ability to read and interpret monthly and annual financial reports.
· Working knowledge of FAA regulations.
· Knowledge of safety requirements governing airports.
· Knowledge of federal, state, and local government laws addressing airport requirements.
· Strong inter-personal skills requiring interaction with the general public, elected bodies, aviators, airport employees, contractors, and other users of the airport. 

EDUCATION AND/OR EXPERIENCE
Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:
· Bachelor’s degree from an accredited college or university with course of study in aviation, aviation related field or business management
· Licensed pilot preferred.
· Five (5) years’ experience in airport operations.  Related aviation experience may be considered in lieu of airport operations experience.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT
The conditions herein 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 job functions.
· The job requires the ability to cover great distances, often in an outside environment.  
· The level of noise in the work environment may range from quiet to loud.
· The job requires employee to sit, stand, and walk; reach with hands and arms; use hands to finger, handle, or feel objects, tools, or controls; and talk or hear. Occasionally, he may be asked to stoop, kneel, or crouch and lift 25 pounds.

CERTIFICATES, LICENSES, REGISTRATIONS
Requires a valid Tennessee driver’s license.

MINIMUM QUALIFICATIONS
· A minimum age of 18 years.
· U.S. citizen.
· Possession of a criminal record free of felony convictions by any state or the federal government of a crime, or of a misdemeanor involving moral turpitude, the punishment of which could have been imprisonment in a federal penitentiary or a state prison.

The Town of Greeneville is an Equal Opportunity Employer (EOE).  It is the policy of the Town of Greeneville not to discriminate on the basis of race, color, national origin, age, sex or disability in its practices, programs, services or activities.
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