AIRPORT PARKING MANAGER

DEFINITION

Under direction of the Director of Facilities and Maintenance, manages the airport parking facility including parking ramps, surface parking lots, rental car facilities and employee parking lots; manages parking revenue collection operations; supervises parking employees performing revenue collection and light maintenance duties; performs related duties as required.  

EXAMPLES OF DUTIES

Supervises toll booth attendants and crew leader including recommending hiring, probationary retention, discipline and adjustments of grievances; conducts performance evaluations; assesses staff training needs, conducts employee training; develops and maintains work schedules including schedules of cleaning and preventative maintenance; monitors status of automated parking revenue collection and payment processing systems to ensure maximum uptime of the systems and that all system controls and compliance requirements are met; coordinates the repair and installation of automatic gates, ticket dispensers, cashier stations and other parking equipment; inspects parking facilities and identifies maintenance/ needs; accounts for all revenue transactions in the parking operation including daily reconciliation of financial receipts, accounting for issued and validated parking machine tickets, distribution of change funds and bank deposits; orders supplies; prepares revenue and staffing reports; assesses public parking needs and makes recommendations to enhance customer service and the efficiency of airport parking operations; administers ordinances and policies related to public parking fees and all related correspondence; analyzes needs and develops requests for the annual budget; serves as the primary contact for the public and airport tenants for airport parking policy, procedures and ordinances.  

EMPLOYMENT STANDARDS

Education and Experience:  High school graduation or its equivalency and four (4) years of experience in working in all phases of a parking operation with attended lots or ramps, including two (2) years of personnel supervision experience.  Other combinations of training and/or experience which can be demonstrated to result in the possession of the knowledge, skills and abilities necessary to perform the duties of the position will also be considered.

Knowledge, Skills and Abilities:  Knowledge of revenue collection with credit cards and cash and the revenue controls and computer operations to support these functions; ability effectively supervise employees; ability to establish and maintain successful working relationships with co-workers, subordinate employees, contractors and the general public; ability to effectively communicate verbally and in writing; ability to communicate using two-way radio; ability to write professional reports, planning documents and policies; good accounting and mathematical abilities; ability to plan and coordinate multiple programs and activities.

Special Requirements:  Possession of or eligibility for a valid Wisconsin driver's license.   Must be available and willing to work nights, holidays and weekends or for airport emergencies.  Must pass Transportation Security Administration (TSA) required criminal history records check and employment history verification.  
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