
DIRECTOR OF DIVISION (EXECUTIVE DIRECTOR - AVIATION) 

DISTINGUISHING FEATURES OF THE CLASS: Under general direction, an incumbent of 
this position serves as part of the County’s senior leadership team, responsible for 
overseeing the overall management of Westchester County airport operations. 
Responsibilities include providing managerial oversight of all airport operations; financial 
oversight and implementing cost control and review measures for contracted services, 
developing the airport’s operating and capital budgets in coordination with appropriate 
airport and administrative staff within the department; short and long-term operational 
planning, coordinating the maintenance and repair of facilities at the airport in relation to 
transportation concerns, and serving as a consultant and liaison with County departments 
and federal agencies. Substantial and frequent contact is maintained with officials from the 
Federal Aviation Administration, the New York State Department of Transportation, and 
other regulatory agencies to ensure compliance with applicable laws, rules and regulations 
governing airport operations. The incumbent is given considerable decision-making 
authority and is expected to exercise independent judgment in developing and interpreting 
both County and departmental guidelines and procedures relating to the daily operations of 
the airport to ensure the effective and safe delivery of services to the public. Supervision is 
exercised over subordinate support staff.  Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only) 

Oversees, manages and supervises all activities of the Westchester County Airport to 
ensure optimal efficiency and public safety; advises and consults with the County 
Executive’s Office and/or other Commissioners and departmental contacts on all major 
aspects of airport management and operations;  

Ensures that all laws, rules and procedures set forth by the Federal Aviation Administration 
and the New York State Department of Transportation  are adhered to by all vendors and 
contract agencies engaged in performing airport projects or operational activities; 

Plans, prepares and presents both operating and capital budgets for airport operations; 
works with staff in various departments to coordinate related activities; 

Analyzes field reports, payroll distributions and accounting statements for contracted 
projects in progress with a view towards instituting measures for optimal cost savings and 
efficiency; 

Serves as the primary liaison with local government officials, consultants from the New York 
State Department of Transportation, Federal Aviation Administration and other County 
departments on issues for discussion and/or of concern relating to airport projects and 
activities; 

Supervises and continually monitors the activities of the Airport Manager in accordance with 
contractual guidelines to ensure that operations run smoothly; serves as a liaison for the 
department in conveying any concerns or in implementing corrective action measures; 
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EXAMPLES OF WORK:  (Illustrative Only) (cont’d) 

Keeps abreast of any changes in regulations and/or procedures by the Federal Aviation 
Administration and/or the New York State Department of Transportation; ensures that 
changes are implemented with minimal disruption to airport operations; 

Coordinates repair and maintenance activities relating to traffic, vehicle safety and access 
roads to, and on airport property; 

Represents the county’s leadership at meetings with local, state, and federal agencies 
concerning airport projects and related issues; 

Recommends changes in laws and regulations affecting the County Airport safety and 
operation system; 

Serves as Secretary to the Westchester County Airport Advisory Board. 

Uses computer applications or other automated systems such as spreadsheets, word-
processing, calendar, e-mail and database software in performing work assignments. 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of the administrative and operational procedures at Westchester County Airport; 
thorough knowledge of the principles and practices of administration; thorough knowledge 
of the theory and practices of budgeting, financial record keeping, supervision and 
personnel administration; ability to organize, plan, direct and coordinate the work of others; 
ability to communicate effectively, both orally and in writing; ability to deal effectively with a 
wide variety of government officials, professional personnel, citizens and community 
groups; ability to read, write, understand and communicate sufficiently in English to perform 
the essential duties of the position; ability to use computer applications or other automated 
systems such as spreadsheets, word-processing, calendar, e-mail and database software 
initiative; tact; judgment; physical condition commensurate with the demands of the position. 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Either: (a) a Bachelor's Degree* 
in Airport Management, Business or Public Administration, or a related management field 
and eight years of experience in a managerial capacity in one of the aforementioned fields, 
four years of which must have involved management or budgetary oversight of an airport 
or similar operation; or (b) a Master’s Degree* in Airport Management, Business or Public 
Administration and seven years of experience as described in (a). 

*SPECIAL NOTE: Education beyond the secondary level must be from an institution 
recognized or accredited by the Board of Regents of the New York State Education 
Department as a post-secondary, degree-granting institution. 
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