Lewiston-Nez Perce County Regional Airport Authority
JOB DESCRIPTION
JOB TITLE: Airport Manager
SAMPLE DUTIES:
Direct, coordinate, and oversee the day-to-day development, operations, and maintenance of airport
facilities, including the terminal building, runways and taxiways, parking lots, runway lighting systems,
visual and instrument landing equipment, and snow removal as required.
Coordinate business activities as needed; respond to and resolve questions, issues, or concerns addressed
by airport users and/or tenants or observed during daily operations; perform regular public relations and
guest speaking duties.
Communicate with federal, state, county, municipal government agencies, commissions, airlines, air
freight, and supplemental carriers, private operators, commercial businesses, and facility users regarding
operations, security, rental space, and contacts, policies, safety, and marketing.
Develop and implement policies and procedures related to airport operations, security, safety, and
maintenance; direct, coordinate and participate in the development of plans, programs and operational and
business activities; promote cooperation among concerned parties.
Develop, coordinate, and implement marketing plans and strategies; coordinate programs with economic
and business development organizations as required; determine marketing resource priorities.
Determine current and future operational and installation support; negotiate and administer leases,
contracts and operational agreements with facilities users and service providers; recommend changes in
airport functions.
Enforce airport regulations and assure compliance with a variety of Authority, City, County, state, and
federal laws, rules, regulations and policies related to airport operations; develop and implement
maintenance policies and procedures.
Develop and administer safety, federal certification, security, and emergency plans and programs; direct
emergency operations during disasters and law enforcement contingencies in cooperation with supporting
command/support agencies; determine appropriate action/response during facilities interruptions.
Prepare a variety of written materials including leases, agreements, car rental and fueling activity,
training, self inspections, flight schedules, charter activity, and a variety of other written materials.
Develop, monitor, and control budget and expenditures; using computer software, prepare, interpret, and
maintain profit and loss statements other financial and statistical records and reports; purchase equipment,

supplies and materials to assure maintenance of proper inventory levels; publish operational status and
trend analysis reports. Prepare operations and capital improvement program plans.
Communicate with Authority Board Chairman, Board of Commissioners, and elected officials regarding
airport operations and maintenance, development, marketing, and capital projects and activities.
Supervise, train, and evaluate the performance of assigned staff; discipline and process grievances as
appropriate according to established guidelines and policies.
Perform related duties as assigned.
PREFERED KNOWLEDGE AND ABILITIES:
Knowledge of:
Airport Operations, maintenance, and development.
Applicable laws, codes, regulations, policies and procedures.
Emergency procedures and techniques.
Lease, contract, and agreement negotiation and administration.
Public relations.
Interpersonal skills using tact, patience, and courtesy.
Oral and written communication skills.
Principles and practices of supervision and training.
Record-keeping techniques.
Ability to:
Direct, coordinate, and oversee the operation, maintenance and development of the airport.
Develop, coordinate, and implement airport policies, plans, and programs.
Respond to emergency situations and supervise appropriate actions.
Prepare budgets, correspondence, manuals, leases, agreements, contracts, agendas, meeting
minutes, employee reviews and other written materials.
Train, supervise and evaluate personnel.
Effective internal and external communication, both orally and in writing.
Establish and maintain cooperative and effective working relationships with others including but
not limited to: volunteer groups, board members, city, county and federal entities.
Prioritize marketing resources.
Analyze situations accurately and adopt an effective course of action.
Meet schedules and time lines.
Work independently and excel with little direction.
Read, interpret, apply, and explain rules, regulations, policies, and procedures.
PREFERED EDUCATION AND EXPERIENCE
Any combination equivalent to a bachelor’s degree in business administration and five years
experience in airport administration, operations, and maintenance.
Accreditation through the American Association of Airport Executives or the ability to achieve
accreditation within three years of employment.

