
POSITION DESCRIPTION 

POSITION:    Administrative Assistant  DATE:  January 2019 

INCUMBENT:   

DEPARTMENT:   Airport                      REPORTS TO:  Airport Office Manager 

 

POSITION PURPOSE 

Assists in providing customer service and basic secretarial and clerical services; also may assist 

with finance or accounting related tasks.  Ensures that the public is professionally greeted and 

directed to the appropriate individual and that all duties are performed with confidentiality, 

accuracy, timeliness, and proper business etiquette.  Transports and picks up various items and 

City mail while operating a motor vehicle to locations throughout the City in a timely manner.     

 

ESSENTIAL FUNCTIONS 

1. Consistently displays strong verbal and interpersonal skills to provide outstanding customer 

service to Airport customers, tenants, and other members of the public. (Daily) 

2. Maintains a professional appearance and attitude as a representative of the Manhattan Regional 

Airport and the City of Manhattan. (Daily) 

3. Ability to proficiently use office machines required such as multi-line telephone, Microsoft 

Windows-based computer, Xerox copier/facsimile machine, adding machine, and other 

standard office equipment. (Daily) 

4. Good communication skills to compose letters and memoranda from verbal directions or from 

knowledge of departmental policy or procedures without direct supervision. (Daily) 

5. Good organization skills with an ability to establish and maintain appointment calendar(s), 

scheduling meetings and arranging travel for Airport staff. (Daily) 

6. Ability to attend/watch airport advisory meetings, and prepare minutes for review by 

supervisor prior to distribution. (Monthly) 

7. Manages t-hangar vacancy and leases.  This includes responding to all inquiries of hangar 

availability, maintaining the hangar waiting list, coordinating the rental of hangars, ensuring 

all documents from tenants are on file, communicating directly with tenants regarding lease 

provisions, tracking compliance with lease covenants and rent payments, compose and send 

official correspondence letters to tenants, and elevate outstanding issues to senior management 

for final actions. (Daily) 

8. Assists with creating other airport lease agreements. (As needed) 

9. Maintains and codes invoices to proper budget account code.  Obtains appropriate signatures 

for approval and forwards to finance for payment. (Daily) 
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10. Creating charges in AS400 and monitoring accounts receivable accounts for delinquency, 

includes but not limited to monthly tenant charges and access card charges.  (Monthly) 

11. Ability to assist supervisor in the collection of various materials and data for special reports 

and special projects, such as airline information, tenant data and budget preparation. 

(Occasionally) 

12.  Organizational skills to establish and maintain files and record keeping systems. (Daily) 

13.  Responsible for the retention and disposition of certain records as directed by the Airport 

Records Custodian and in accordance with the City’s Policy and Schedule for Retention, 

Disposition and Management of Public Records. (Daily) 

14. Serves on various city committees. (As assigned) 

15. Collects data, prepares monthly reports and forwards to City Manager’s office by the deadline 

of each month. (Monthly) 

16. Maintains and updates website(s). (As needed) 

17. Assists with coordinating of special events at the airport. (As needed) 

18. Responds to basic inquiries in person and on the telephone concerning basic Airport 

operations, protocols, and practices. (Daily) 

19. Assists other Airport personnel with basic and routine administrative functions. (Daily) 

20. Ability to perform various clerical duties with moderate direction and without immediate or 

constant supervision. (Daily) 

21. Ability to understand and follow oral and written instructions and establish and maintain good 

working relationship with City officials, other employees and the general public. (Daily) 

22. Must be able to lift and carry objects weighing up to 30 pounds, occasionally throughout the 

shift. (Daily) 

23. Must be able to carry and transport objects and City mail to various locations in a timely 

manner on a daily basis, potentially during adverse weather conditions. (As needed) 

24. Must be able and willing to replenish fuel in Airport or City vehicle when needed. (As needed) 

25. Routes incoming mail; addresses and stuffs envelopes for outgoing mail. (Daily) 

26. Performs inventory control functions by creating tracking methods and reporting to appropriate 

supervisor when levels are low. (Daily) 

27. Willing to perform other duties as assigned. (As Required) 
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NATURE AND SCOPE 

The Airport Administrative Assistant reports to the Airport Office Manager.  

 

In addition to assisting administrative staff, the Airport Administrative Assistant should be willing 

to assist Airport operations staff with office related tasks. The Assistant also must be able to 

communicate effectively with other City departments and divisions, as well as with staff and 

officials of the Federal Aviation Administration, Airport tenants, contractors, and other Airport 

stakeholders. 

 

The Assistant is required to maintain a degree of confidentiality with regard to Airport business 

and transactions, and also must, at all times, maintain a professional and cordial demeanor while 

representing the City of Manhattan.   

 

EDUCATION/TRAINING/EXPERIENCE 

High school graduate or equivalent required plus any equivalent combination of training and 

experience that provides the required knowledge, skill, and ability. 

 

Required Knowledge, Skills, and Abilities 

Computer skills to operate standard office equipment and computer software applications 

including Microsoft Word and Excel; 

Good written and oral communication skills;  

Reliable, punctual, and prepared to contribute to accomplishment of office tasks and goals; 

Observes safety and security procedures;  

Perform standard arithmetic functions, arithmetic skills;  

Effectively perform data entry, data retrieval, and record keeping tasks. 

Ability to learn airline, TSA and FAA requirements. 

Ability and willingness to accept varied work assignments. 

Ability to maintain confidential information. 

Ability to relay information accurately and in a professional and courteous manner. 

Ability to understand and follow oral and written instructions. 

Ability to work courteously and professionally with City staff, airport tenants and the general 

public.   

Ability to effectively and efficiently organize files and effectively retrieve data. 

Ability to pass a rigorous background security check to obtain and maintain a Security 

Identification Area (SIDA) badge. 

 

Machines and Equipment 

Personal computer, printer, multi-line telephone system, ten-key calculator, Xerox copier and 

facsimile machine 

 

Physical/Mental Demands/Working Conditions 

Must be able to cope with stress brought about by dealing with potentially irate and/or defensive 

individuals. 
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Must be highly organized and able to perform in a very professional manner at all times. 

Must be able to exercise independent judgment in evaluating completeness and accuracy of 

technical information. 

Must be able to logically analyze situations and resolve discrepancies and correct errors. 

Sedentary work. 

Sits for prolonged periods of time while entering data in computer. 

Lifts objects weighing up to 30 pounds occasionally. 

Must possess and maintain a valid Kansas driver’s license. 

 

Supervision 

Works with general supervision  

 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Department Head or Designee 

 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Department of Human Resources or Designee 

 

 

APPROVED BY: _____________________________________ DATE: _____________ 
City Manager or Designee 

 

 

ACCEPTED BY: _____________________________________ DATE: _____________ 
   Incumbent 


