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City of New Bedford, MA 

Job Description  

 

Job Title: Airport Manager 

Pay Grade: M-13 

Pay Range: $72,164 – $88,025 

 

JOB SUMMARY 

Provide professional, administrative, and overall management resulting in the safe and efficient operation and 

maintenance of the New Bedford Regional Airport; responsible for determining maintenance and terminal 

operation requirements; responsible for developing capital improvement plans, airport improvement plans, and 

annual operating budgets; responsible for presenting and enforcing current policy matters to the Airport 

Commission for approval; conducts an active program of public information and promotion to ensure the 

community’s recognition of the airport as essential to economic health and quality of life. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and responsibilities 

performed by incumbents of this job.  

Business Duties: 

 Responsible for aggressively pursuing the overall airport business development, marketing strategies and 

economic growth opportunities. 

 Responsible for overall business operation and administration of the Airport; recommend the annual budget 

and develops capital improvement plans for Airport Commission approval and submission to the Mayor; 

monitor and review the revenue levels and expenditures to ensure adherence to budget limitations; manage 

airport properties within guidelines established by the Airport Commission. 

 Responsible for the overall adherence to Airport policies; responsible for administration and collection of all 

fees and other sources of revenue. 

 Promote public recognition and acceptance of the Airport as an essential element of the community’s 

infrastructure and its economic development/impact potential; carry out a program to ensure favorable 

public relations through personal contact and public appearances. 

 Responsible for presenting policy matters to the Airport Commission for approval; attend and participate in 

all Airport Commission meetings, as well as Committee meetings unless excused. 

 Participate in conferences, meetings of aeronautical and civic organizations relative to the promotion of 

aviation as it relates to the community, State or Federal level. 

 Submit annual goals and objectives to the Airport Commission with monthly updates and reports. 
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 Responsible for ensuring that both new and renewed leases are negotiated in accordance with City 

Ordinances, State and Federal laws, and Commission policy. 

 Ensure that terms of leases and agreements with tenants and users are enforced. 

 Responsible for personnel management, orientation, training, scheduling and performance evaluations of 

airport administrative personnel, including the development of appropriate documentation of job 

performance requirements, in accordance with relevant collective bargaining agreements and MGL Chapter 

31. 

 Maintain qualified and adequate staff within the limits of union contracts and assures that personnel needs 

are included in approved budget. 

 Act as liaison between the Airport Commission and the City of New Bedford by attending and participating 

in required City Department Head meetings scheduled by the Mayor or as otherwise requested by the City 

Administration. 

 Responsible for administering the collection and depositing of revenue due to the Airport and maintaining 

records of accounts receivable and payable, being certain that internal records and City-generated reports 

are in agreement. 

 Perform similar or related work as required or as situations dictates. 

Aviation Safety and Operation Duties:   

 Monitor aircraft operations on the Airport; encourage establishment and active participation of a user safety 

committee to provide aircraft owner/pilot input to airport management decisions; take appropriate action 

and report unsafe airport operation action to the FAA and Mass DOT Aeronautics Division. 

 Establish emergency procedures for airport personnel to use upon an aircraft accident or incident; ensure 

airport compliance with Federal, State and local requirements for aircraft rescue firefighting, emergency 

preparedness, fuel safety, and airport security. 

 Responsible for participating in FAA and Mass DOT Aeronautics Division inspections, with particular 

attention to annual inspections and remedial actions. 

 Participate in the overall daily operation, maintenance and safety of the Airport; including, but not limited 

to, safe runway and other aircraft operating surfaces, runway approaches and other airspace surfaces, snow 

removal operations, navigational aids, all lighting and signage, ground equipment, all aircraft parking, 

automobile parking areas and any activity which may affect public safety. 

Airport Security:   

 Serve as an airport security officer; responsible for overall airport security as required by FAR Part 1540 

and 1542; serve as primary contact for the Transportation Security Administration (TSA) and airport tenants 

for security-related matters; maintain the Airport Security Program and ensure staff compliance with TSA 

security regulations. 

 Review and approve each formal request for airport-issued identification for unescorted access to the 

Aircraft Operation Area (AOA) and / or Security Identification Display Area (SIDA) as may be defined in 

the Airport Security Program; the review may include background checks when required by regulation 



 

3 

and/or policy; maintain related records and documentation as may be required, and shall make available 

such records to authorized representatives of the TSA when requested. 

 Provide additional information or evidence of compliance as the TSA may request; provide proper 

dissemination of security-related correspondence and other communications to appropriate parties at the 

Airport and supporting law enforcement agencies when needed. 

 Available to the TSA on a twenty-four (24) hour basis for security matters including, but not limited to, 

assisting Special Agents in performance of their duties at the Airport, act as an operational counterpart to 

TSA representatives, and provide access to the TSA personnel when appropriate. 

 Responsible for compliance with State security directives and regulations promulgated by the Mass DOT 

Aeronautics Division and/or other State authorities with respect to Airport security matters; cooperate with 

State officials by implementing and enforcing applicable State security programs and mandates. 

Airport Planning, Design, Construction, and Maintenance:   

 Responsible for strategic planning with regard to space, equipment and other resource needs of the Airport 

and communicating those matters appropriately to the Commission. 

 Establish and maintain a current Airport Layout Plan (ALP) and Master Plan for the development of the 

Airport subject to the approval of the Commission. 

 Within the general parameters established in the approved Airport Master Plan, ensure the timely 

construction of those Airport facilities needed to accommodate the aviation needs of the City and State; 

incumbent seeks necessary funding from Federal or State sources. 

 Ensure adequate and timely maintenance of Airport runways, facilities, buildings, and vegetation 

management plans (VMP). 

 As required to accomplish the above, enlist or contract such professional, consultant, engineering, or 

construction assistance as approved by the Commission; supervise contract compliance and ensure timely 

and technically adequate performance of contractual requirements. 

 Where Federal and/or State grant assistance is involved, ensure the timely application for aid, adequacy of 

documentation of grant agreements and compliance with conditions of grants; ensures timely processing of 

contract paperwork including payments to consultants, contractors and vendors.   

 Responsible for ensuring that all relative City Ordinances, State and Federal guidelines, regulations and 

laws are being followed, including but not limited to:  aviation, environment, security, law enforcement, etc. 

 Determine safety of airfield and Airport; determine if Airport should be temporarily closed and coordinate 

with staff to ensure safe operating conditions, including the timely issuance of NOTAMS. 

 Coordinate maintenance projects; communicate with contractors; ensure compliance, arrange, and 

participate in meetings. 

 Work with tenants and customers to handle complaints, if necessary. 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 

omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
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assignment to the position.  The job description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

MINIMUM QUALIFICATIONS 

Education and Experience 

 Master’s degree in Aviation Management, Public Administration, Business Management or related field 

 Seven years’ experience, three of which have been in a supervisory capacity, in airport operations 

management (managing a facility similar or larger than the New Bedford Regional Airport), governmental 

management with emphasis on municipal management and budget preparation, or related field   

Licensing/Certification 

 Must be able to obtain Mass DOT Airport Manager’s License in accordance with 702 CMR 5.04 

 Ability to obtain AAAE Certified Member (C.M.) designation within three years of employment. 

 Must possess a valid Massachusetts driver’s license  

SPECIAL REQUIREMENTS 

Criminal Offender Record Investigation (CORI) background check mandatory. 

OTHER JOB REQUIREMENTS 

Must be able to pass Federal and State background security check as a result of working with highly sensitive 

areas.  

 

SUPERVISORY RESPONSIBILITIES 
This position has formal supervisory responsibilities over other employees, namely the Assistant Airport 

Manager.  Supervisors are responsible for signing performance reviews. 

The Airport Commission, using clearly defined criteria, shall evaluate the Manager annually in writing.  The 

overall evaluation shall also include a written self-evaluation submitted to the Airport Commission by the 

Airport Manager. 

PHYSICAL DEMANDS AND WORKING CONDITIONS 

The physical demands described here are representative of those that must be met by an employee to successfully perform 

the essential functions of this job. The work environment and exposures described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

The position is generally sedentary. Employees sit most of the time, but may walk or stand for brief periods with 

frequent tours of the airport. Occasional physical effort demanded in performing duties under varying and 

occasionally severe weather conditions and irregular hours. Vision at or correctable to normal ranges.  Frequent 

bending, standing and lifting.   

**************************************** 

The City of New Bedford, MA is an Equal Opportunity Employer.  

 


