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JOB DESCRIPTION 

 
Position: Airport Operations Coordinator – Full Time  

 

Department:  Operations and Maintenance 

 

Date Approved: 3/28/2018 

 

OBJECTIVE: 

 

This is an supervisory and administrative position monitoring operational activities on an assigned shift 

at Chicago Executive Airport.  An employee in this class monitors and directs airfield operations, 

airfield repairs, security, safety, communications, and other activities related to the welfare of users, 

operators, tenants, and the general public.  In the absence of a higher-level superior, the employee is 

responsible for directing all airfield operations activities.  This is shift work and employees are required 

to work mandatory overtime in addition to weekends and holidays.   

 

RELATIONSHIPS: 

 

Reports directly to the Airport Operations Supervisor.  

 

Has no supervisory responsibilities. 

 

RESPONSIBILITIES: 

 

Participates in daily inspection of the airfield, runways, taxiways, aircraft aprons, facilities, grounds, and 

service roads.  

 

Issues applicable Notices to Airmen (NOTAMs) and communications any irregular operations to airport 

users and tenants.  

 

Responds to airport related incidents during and after normal working hours.  

 

Responsible for leading, supervising, and coordinating airport snow and ice removal activities on a 

rotating team structure. 

  

Oversees daily construction activities to ensure the safety of operations and all personnel involved. 

 

Conducts periodic safety and quality control inspection of all airport fuel storage and fueling operations. 

 

Educating and conducting airfield driver certification tests to tenants, emergency service personnel, etc.  

 

Conducts administrative and operational projects as assigned. 
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Coordinates repairs of various equipment, buildings, and infrastructure with Engineers, Contractors, 

and/or Agents.  

 

 

Prepares detailed reports of activities, operational data, incidents, and proposed solutions; recommends 

and implements procedures concerning security, coordination with police, fire, and medical personnel, 

and operational response to emergency. 

 

REQUIREMENTS: 

 

1. Education 

a. Bachelor’s degree in an aviation related discipline is highly desirable. 

b. Some college education.  

 

2. Experience 

a. At least two years of aviation work experience.  

b. Previous Airport Operations experience a plus.  

 

3. Requirements 

a. This position will likely be a second shift.   

b. Possession of a valid motor vehicle operator’s license as issued by the Illinois 

Secretary of State 

c. Must be able to speak, write, read fluently in the language of English.  

d. Must pass a drug test and physical after an employment offer letter is received. 

e. Work mandatory overtime during the winter season.  

f. Ability to work different shifts or overtime as directed. This is an 24/7/365 

position. 

g. Ability to lift up to 50lbs, bend frequently, squat, climb stairs and ladders, reach 

above shoulder level, and kneel.  

h. Ability to work in a variety of temperatures.  

i. React quickly, physically and mentally, in response to unexpected events and/or 

emergencies.  

j. Establish and maintain effective working relationships with airport employees, 

representatives of other agencies and the general public. 

 

Submit resume and cover letter to jobs@chiexec.com  
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