6- 9- 89 D RECTOR OF Al RPORTS ADM N STRATI QN, 9302

Summary of Duties : Directs, coordinates and reviews the
admnistrative activities of the Departnment of Arports; directs the
fornmul ati on and preparation of the Departnent's annual budget; and
does rel ated wor k.

D stinguishing Features : The Director of Arports Admnistration,
under the direction of a Deputy General Manager Arports, is

responsi ble for the direction of the Departnent’'s admnistrati ve,
personnel, fiscal and property managenent functions and exerci ses

i ndependent judgment in planning and devel opi ng | ongrange

admni strative, accounting, enployee relations and fiscal prograns. An
enpl oyee of this class receives assignments in terns of desired
objectives within the framework of Board policy with the results being
reviewed for effectiveness.

Exanples of Duties : Directs, through subordinate nanagers, the
Departnental admnistrative activities, such as accounting, data
processi ng, purchasing, property managenent, personnel managenent and
enpl oyee rel ati ons prograns; coordi nates the work of bond sal es

consul tants and airport nmanagenent consultants; directs the timng and
amounts of investnments; reviews and approves the appropriate types and
amounts of fire, liability, and property danmage insurance;, and nay
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes and or energenci es.

Qualifications : A good know edge of the major principles and

practi ces of admnistration, organi zation and nmanagenent; a worki ng
know edge of the principles, processes and | aws governing the sale,
purchase, registration and redenpti on of nunicipal revenue bonds; a
wor ki ng knowl edge of the theory and practice of governnental and
conmer ci al accounting, and fiscal admnistration; a working know edge
of the principles and practices of public personnel adm nistration and
| abor relations; a working know edge of the principles and practices
of property managenent; a worki ng know edge of the organization,
functions, operations, and managenent of the Department of Airports; a
wor ki ng knowl edge of the provisions of the Gty Charter, ordi nances,
and | aws pertaining to accounting, auditing, personnel admnistration,
equal enpl oynment opportunity and affirmative action; the ability to
supervi se subordi nate techni cal and professional nanagenent personnel;
the ability to nmeet and deal tactfully and effectively with officials,
enpl oyees, and the public.

Two years of experience as a Chief Admnistrative Assistant or in a
position of at least at that |level with prinary responsibility
forsupervising a staff engaged in one or nore of the foll ow ng
functions: Personnel; Accounting; Data Processing; Property
Managenent; or Admnistrative Services and Budgeting, is required.

Appointrment to a position in this class is subject to a one-year
probationary period as provided by Section 109 of the Gty Charter.



License: Awvalid California driver's license is required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capable of performng the duties of this class. Such determ nation
must be made on an individual basis in light of the person's
[imtations, the requirenments of the position, and the appointing
authority's ability to effect reasonabl e accommodati ons to the
limtations.

As Provided in Qvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | be.



