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JOB DESCRIPTION
	JOB TITLE: Eureka Airport Maintenance/Manager

	JOB CODE:



	DEPARTMENT:  Airport
SUPERVISOR’S TITLE:  Chairman, Lincoln County Airport Board

	FLSA STATUS:



	POSITION SUMMARY

Under the general guidance and direction of the Airport Board Chairman, manages operations at the county airport by: providing for safety of operations on runways and taxiways; providing for security of the grounds, buildings and aircraft on the airport; manages and monitors the aviation fueling systems on site; maintains or obtains maintenance for county owned property and equipment at the airport.  This is a part-time position.


ESSENTIAL FUNCTIONS

1. Nature of work:  Manages and Maintains Eureka Airport
2. Personal Contacts:  Airport Board Chairman and members, FAA officials, Aviation Fuel vendors and transportation personnel, county/state emergency services and search and rescue personnel, contractors performing major or minor maintenance or improvements on the airport, local service providers, county support personnel such as IT, financial and others, Forest Service personnel conducting operations on the airport, local aircraft and hangar owners, transient aircraft owners and passengers, members of the public who may be attending functions at the airport.
3. Supervision Received:  Airport Board Chairman
4.   Supervision Exercised: none
DUTIES AND RESPONSIBILITIES

· Safety of airport operations:  Performs daily checks for proper operation of runway/taxiway & beacon lighting systems and automated weather reporting station.  Performs weekly checks of runways, taxiways & ramp areas for debris and any other unsafe condition; weekly checks the operation of the approach and runway end lighting systems.  Sweeps debris from affected areas and mows runway & taxiway edges as needed. Plows snow when accumulations exceed 2 inches.  Provides Notices to Airmen (NOTAMS) to Flight Service when unsafe conditions exist on the airport, or in the vicinity, that may affect safety of operations and cannot be immediately corrected.  Examples include but are not limited to: snowplowing operations in progress; ice on the runway; lighting system failures; visual obscurations such as heavy smoke, tall cranes in the vicinity of the airport; firefighting operations and closures of portions of the normal airport operations area.
· Aircraft accident:  In case of a disabled aircraft on the runway, immediately contact Flight Service to close the runway by NOTAM and appropriately mark the runway “Closed” both for day and night.  In the event of serious injury or death, contact Flight Service by phone and do not remove the aircraft or disturb it any more than necessary to provide for public safety.
· Manages the aviation fuel systems by: regularly conducting/recording inspections and tests to current industry standards; troubleshooting warnings or system malfunctions and correcting them where possible.  Assists fuel suppliers when offloading fuel and conducts/records appropriate checks of fuel received.
· Manages airport security by: Assuring gates and fencing are functional and gates kept closed; monitoring foot and vehicle traffic on the airport to assure safety of aircraft operations on runways and taxiways; checking on unknown or unauthorized traffic; obtaining the support of law enforcement officers if needed; receiving/handling security bulletins from FAA/Homeland Security/law enforcement officials; monitoring activities during public events to assure safety of the public and security of aircraft & hangars on the airport.  Maintains airport security lighting system.
· Manages the DigiWx (an automated weather observation system) by: Daily monitoring of proper online and radio operation; weekly visual inspection of site and operations; recording daily & weekly inspections; participating in annual inspection by DigiWx technician.

· Coordinates with Law enforcement/Search and Rescue/Emergency Medical Services/Fire Management Services as needed to safely and efficiently meet the public need and provide for safety to the aviation community as well.  May close the north ramp to the general aviation public during periods of heavy use for emergency operations.
· Maintains/manages County property and equipment: performs minor repairs/maintenance on airport equipment; to plumbing & electrical systems as well as the basic structure for county owned buildings.  Secures tie-down ropes on the ramp in the spring and removes the same in the fall prior to snow removal operations.  Cleans and resupplies pilot lounge and restroom on a weekly basis, or more frequently during periods of heavy use.
· Manages courtesy car by: maintaining records; providing or providing for regular maintenance; depositing donations; monitoring/assuring appropriate use.
· Maintains availability by phone 24/7 to respond to emergencies or needs at the airport (not common)

· Monitors aviation radio and records airport operations while on the field.

· Monitors Non-Directional Beacon (NDB) operation by: daily checking the NDB base station for an electrical power alert; listening on AM radio tuned to 414 on a weekly basis; periodically conduction a visual inspection of the station. 
· Performs other related duties as required

SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Performs assigned duties 

· Displays tact, consideration, and cooperation when dealing with the public

· Performs duties at airport as described above
· Observes work hours

· Demonstrates punctuality for required events/activities
· Establishes and maintains effective working relationships with supervisor, the public, other county personnel and agencies
· Maintains accurate and timely records
JOB SPECIFICATIONS
Education:
High School diploma required.  Private Pilot education and experience is beneficial but not required.
Experience:
Three years aviation experience, preferably as a pilot and in line and FBO operations or equivalent.
.

Knowledge, Skills, Abilities and Competencies:  Working knowledge of airport operations.  Basic methods, tasks, materials and equipment used in landscaping, electrical, plumbing, carpentry and ground maintenance. The use of heavy equipment, hand and power tools required in general grounds maintenance work. Perform heavy manual labor.  Ability to work with computerized systems.
WORKING ENVIRONMENT

1. Physical Demands:  Moderate to heavy physical work with prolonged standing, walking, bending, stooping, climbing, lifting and carrying loads.
2. Visual, Hearing and Dexterity Demands:  

3. Working Conditions:  Works in outside weather conditions, the employee works near moving mechanical parts and is often exposed to wet and/or warm conditions. Noise level in the work environment ranges from moderately quiet to extremely noisy depending on the task being performed.
4. Work Schedule:  Work schedule must be flexible to accommodate airport needs.  It is a part time position that is expected to average 20 hours per week, but will vary.  Funding is available to cover approximately 80 hrs. per year for snow removal that exceeds the average funding level.
5. On site housing will be provided as partial compensation, resident is responsible for utilities other than water.
The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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