
SOUTH BEND INTERNATIONAL AIRPORT 
ST. JOSEPH COUNTY AIRPORT AUTHORITY 

 
POSITION: Operations Manager      
 
FLSA STATUS: Exempt 
 
REPORTS TO: Director of Operations and Maintenance 
 
HOURS OF WORK: Monday-Friday 8am-4:30pm, but may vary depending on departmental 
needs. 
 
QUALIFICATIONS: 
Education: Bachelor’s degree from an accredited four year college or university with 

specialization in Airport Management, Public Administration, Business 
Management or a related discipline. Master’s degree in Business Administration, 
A.A.E. certification preferred. 

 
Experience: Three to five years in a responsible position involving airport operations, 

supervision, budget management, and strategic planning preferred. 
 
Licenses: Maintain valid Driver’s License  
 Licensed pilot rating recommended, but not required 
 
Other: Must have the ability to communicate effectively both verbally and in writing; to 

remain calm during emergency situations; to prioritize multiple requests for 
service calls; and, to adapt to a changing environment and assignments.  Must 
have the ability to establish and maintain effective working relationships; to 
obtain cooperation from those whom he/she does not directly supervise; to 
professionally deal with difficult situations; to solve problems in creative ways 
while utilizing sound judgment; and, to maintain accurate and complete records. 
Must be able to work independently as well as with others; to effectively and 
impartially enforce regulations and airport policies; and, to maintain 
confidentiality.   

 
ESSENTIAL DUTIES & RESPONSIBILITIES: 

 Ensure compliance with FAA and TSA regulations (including but not limited to FAR 77 
and 139 and TSAR 1540 and 1542). 

 Provide overall direction to the Operations Dept. in the enforcement of rules, 
regulations, and safety policies/procedures for all tenants on the airfield and other 
airport property. 

 Supervise direct reports providing performance feedback, training, and counseling to 
ensure policies and procedures are applied fairly, consistently, and equitably. 
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 Conduct FAA Part 139 inspections, documents discrepancies and perform follow-up 
with appropriate agency or department to ensure timely completion.  Updates the 
A/FD as required. 

 

 Ensure that all tasks and projects assigned are completed and meets deadlines. 

 Ensure that NOTAMs are issued and cancelled as required. 

 Oversee and conduct airport ID badging and daily access control operations 
functions and procedures in coordination with the Airport Security Coordinator. 

 Act as the Safety Management System Manager and execute all duties as indicated 
in the SMS Plan. 

 Assist in the coordination of emergency response to all aircraft incidents and phases 
and assist in the coordination of Airport Authority employees and outside 
responding agencies. 

 Be a liaison with other airport departments and other tenants on a daily basis and to 
coordinate tasks involving more than one area of responsibility. 

 Maintain, review, and update the Airport Certification Manual, (ACM), to ensure 
approval by the Federal Aviation Administration. 

 Oversee the operation of the Customer Service Representatives (CSRs) to ensure 
that procedures are in place and adhered to with respect to providing good 
customer services to external and internal customers. 

 Acts as the Primary Trainer for Operation Specialist and CSR new hires.  Must be 
competent in all of the duties required by both functions. 

 Make budget recommendations to the Director of Operations and Maintenance with 
respect to items concerning the Operations Department. 

 Oversee the operations of the Operations Department with respect to policies, 
procedures and scheduling. 

 Review, monitor, and approve training request forms from direct reports  

 Manages “Snow Desk” responsibilities as indicated in the Snow and Ice Control Plan. 
Will act as Snow Boss during significant snow operations. 

 Responsible for maintaining and updating Letters of Agreements with third parties 
as required. 

 Provide overall direction in the enforcement of operating and security rules, 
regulations and procedures concerning buildings, access roads, and parking facilities. 

 Provide overall management of, and coordinate with Human Resources in the 
direction of, a safety program for all employees, ensuring consistency in use of safety 
equipment and in meeting record keeping requirements, i.e., OSHA, HazMat, personal 
injury, property damage, etc. 

 Maintain intra- and inter-departmental cooperation and teamwork. 

 All employees are expected to be part of our customer service team as Dedicated 
Customer Care Specialists. 

 Perform any other duties as may be assigned to ensure the safe and efficient 
operation of the airport. 
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PHYSICAL REQUIREMENTS: 

 Work is frequently performed in a standard office environment as well as occasional 
periods of time outdoors.    

 Exposure to dust, grease, excessive noise or vibration, noxious gas or fumes and/or 
extreme outdoor weather conditions may be occasionally expected.  

 Ability to push, pull, lift and carry up to 50 pounds.  

 Position requires frequent reaching with hands and arms, standing, and walking. 

 Ability to occasionally climb, kneel, crouch, bend, and crawl are required. 

 Ability to sit for constant periods of time. 

 Vision abilities required include close, distant, color peripheral, depth and the ability to 
adjust focus.    

 Work performed requires the ability to speak and hear.  

 Position is required to occasionally  drive Authority vehicles on Airport grounds and public 
highways.    

 
 
Key: 
Constant Physical Requirement: 67% or more of the day 
Frequent Physical Requirement: 33-66% of the day 
Occasional Physical Requirement: 0-32% of the day 
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