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Summary of Duties : Assists the Departnment of A rports managenent by
setting up neeting facilities and providing services and
transportation for visiting dignitaries and Airport officials; nmay
supervi se others assisting in such activities; and does rel ated worKk.

D stingui shing Features : An Airport Aide perforns a variety of
personal services for the managenent staff of the Departnent of
Airports and the Airports Commssion. An enployee of this class
reports directly to a Deputy General Manager Airports, and nay
supervi se enpl oyees assisting in providing these services. This class
i s distingui shed from paraprof essional classes by the fact that an
Airport A de perfornms general assistance duties and this is not a

trai nee cl ass.

Exanpl es of Duties : Assists arriving or departing dignitaries at the
Los Angeles International Airport; provides information,
transportation, tours, |odging, and personal services for individuals
conducting business with the Airport or the Gty of Los Angel es;

Assists Airports Comm ssioners by providing chauffeured transportation
to and from Conm ssi on neetings upon request; coordinates the

acqui sition and placenent of materials and equi pnent, and other itens
such as coffee and water for Conmm ssion neetings; personally picks up
and delivers letters, nmessages or other witten material comuni cated
bet ween managenent, staff and the Comm ssion; provides limted |iaison
bet ween the General Manager's office and other nmenbers of Depart nment
nmanagenent ;

Arranges for the preparation of roons and other facilities for staff
nmeetings and conferences as well as public neetings in connection with
Departnent of Airport activities; arranges the gathering and pl acement
of equi pment such as chairs, audi o-visual equiprment, screens, tables,
easel s, maps, books or panphlets, pens and tablets or other materials;
obtains film slides or other visual display materials and operates a
16MM novi e projector or 35MM slide projector or view graph nmachi ne as
required by staff during such conferences or neetings; perforns mnor
repairs on such equi pnent and coordi nates the delivery or pick-up of
undevel oped film maintains a petty cash fund of approxi mately $200. 00
whi ch is used to purchase | unches, snacks or coffee for the
participants of the various neetings, and to pay for the mai ntenance,
repair or replacenment of m scell aneous equi pnent, including the

mai nt enance, repair and upkeep of staff autonobiles at private
facilities;

Responsi bl e for a pool of staff cars including the garaging,

mai nt enance, repair, and use of the cars in the pool; determnes

whet her needed repairs should be nade by Gty personnel or by the

aut onobi | e deal ershi ps and nay recommend on whet her the cars shoul d be
repl aced; checks pool cars in and out and nmaintains records in



connection with their use, such as mleage, fuel consunption, danage
and repair; wites brief routine nenoranda on needed or pl anned repair
or replacenent of departnental office nmachi nes and equi pnent and
occasionally perforns inventories of equipnent for the departnent; is
responsi bl e for mai ntenance and repair of the nobile tel ephone of the
CGeneral Manager and Deputy General Manager; and nmay supervise
personnel assisting in performng the above activities.

Qualifications : A good know edge of the physical |ayout and operation
of the Los Angeles International A rport; a good know edge of the
services available to Airport patrons; a good know edge of the

organi zation and operations of the Departnment of Arports; a working
knowl edge of the operation of visual aids including 16MV notion
picture projectors or 35MM slide projectors; the ability to neet and
deal with the public in providing services and i nformation; the
ability to provide services to high-level dignitaries and officials;
the ability to coordinate the use of a snall pool of vehicles; the
ability to coordinate the physical arrangenent of neeting facilities;
the ability to prepare brief menoranda on routine subjects; and the
ability to communicate with small groups of Airport patrons.

Four years of experience in work involving direct public contact in
the furnishing of services to patrons of the Departnment of Airports or
simlar Gty facility involving high public use of a comrercial nature
IS required.

License: Awvalid California driver's license is required.
Physi cal Requirenents : Strength to performaverage lifting up to 15

pounds and occasionally over 25 pounds; a good hearing and speaki ng
ability; and good eyesight.

Persons with nedical limtations may, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and responsibilities
of any position shall be.
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