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Facilities and Maintenance Supervisor 

Facilities and Maintenance Supervisor 

Nature of Work 

Under general supervision, provides administrative and operational support of moderate 
complexity to Managers and Directors. Oversees maintenance personnel and coordinates 
departmental work activities. This position requires the ability to effectively prioritize and manage a 
diverse range of maintenance, construction, customer service, and special projects with minimal 
supervision. Supervises and coordinates activities related to airside and landside operations, 
communications systems, operational safety, and security functions. Serves as the designated 
representative for the Managers of Maintenance and Operations during their absence. 

Essential Functions 

Participates in selection of promotion and termination of employees. Has the primary responsibility 
for disciplinary actions within the maintenance department.  

Develops and enforces safety regulations and trains staff in safety manners. 

Provides day-to-day leadership and works to develop and retain highly competent, service-oriented 
staff through selection, training, and day-to-day management practices that support the Authority’s 
mission, objectives, and service expectations. 

Provides assistance with regular monitoring of the performance of staff and provides coaching for 
improvement and development; takes disciplinary action, up to and including termination, to 
address performance deficiencies, in accordance with the Authority’s policies and labor contract 
provisions. 

Assists in the development and administration of the department’s annual budget, maintaining 
budgetary control in accordance with approved budget documents, and coordinating the 
procurement of materials and supplies necessary to support departmental operations. 

Coordinates and directs necessary procurements of services of materials, as required. 

As a member of the management team, coordinates with tenants and ATCT personnel, schedules 
and controls snow removal operations, following the FAA-approved Snow and Ice Control Plan. 

Monitors inclement weather and assists with providing information to Airport users during snow 
events and addresses special requests. 
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Facilities and Maintenance Supervisor 

Plans/schedules maintenance tasks/projects and assigns crews. Coordinates with airport tenants, 
customers, and the Operations Department to ensure minimal disruptions and adjusts for 
emergency and inclement weather responses. 

Actively promotes a culture of safety, accountability, and regulatory compliance consistent with 
FAA expectations and airport policies. 

Interprets applicable laws, regulations, and policies to ensure department compliance. 

Solves questions and problems in the field as they occur either through technical knowledge or by 
contact with outside technical support services. 

Monitors and evaluates the effectiveness and efficiency of Airport processes and procedures; 
identifies and recommends alternatives to improve efficiency and compliance with all regulations. 

Works a flexible schedule, including nights, weekends, and holidays as required by the Authority, 
and responds to emergency and other non-routine operational matters outside of normal business 
hours. 

Represents the Managers of the Maintenance and Operations departments, in their absence. 

Establishes and maintains cooperative relationships with representatives from the community, 
consumers, employees, and public interest groups. 

Communicates face to face, by radio, and telephone with airport users, tenants, general public, 
ATC personnel, co-workers, and emergency agencies regarding safety procedures, regulations, and 
coordination of vehicular movement in the Air Operations Area. 

Composes and edits reports, letters, publications, and all other documents accurately and timely, 
as necessary. 

Maintains accurate and comprehensive records of inspections, work activities, equipment usage, 
operational issues, work orders, and project documentation, including as-built drawings, 
mechanical plans, and utility maps, to support regulatory compliance, asset management, and 
internal reporting. 

Coordinates and assists with various special projects at the airport. 

Keeps managers informed of necessary details. 

Exercises independent judgement and discretion. 
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Facilities and Maintenance Supervisor 

Performs other duties consistent with the role and function of the position. 

Supervision Received 

Works under general supervision of the Facilities and Maintenance Manager, the Assistant 
Maintenance Manager, or their Designee 

Supervision Exercised 

Provides direct supervision to Maintenance Technicians. 

Working Conditions & Physical Demands 

Moving about to accomplish tasks or moving from one worksite to another. 

Communicating with others to exchange information. 

Repeating motions that may include wrists, hands, and/or fingers. 

Operating machinery and/or power tools. 

Assessing the accuracy, neatness, and thoroughness of the work assigned. 

Outdoor elements such as extreme temperatures, precipitation, and wind. 

Noisy environments. 

Medium work that includes moving objects up to 50 pounds. 

Knowledge, Skills and Abilities 

Knowledge of computerized maintenance systems (CMMS), environmental control/building 
automating systems, and ability to trouble shoot similar systems and equipment.  

Able to administer Cityworks record and maintenance history, work order management, and 
preventive maintenance schedules.  

Proficient in principles and practices of developing teams, motivating employees, and managing in 
a team environment. 

Knowledgeable in meteorology and understanding of weather patterns. 

Adept in various mechanical and heavy equipment operation. 
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Facilities and Maintenance Supervisor 

Practices proper safety techniques and an understanding of the necessary and related training for 
staff. 

Fully understands and adheres to OSHA, FAA Part 139, and TSA Part 1542 requirements. 

Proficient in use of Microsoft office programs including Word, Excel, Access, PowerPoint, and 
Outlook. 

Skill in interpreting and applying federal laws and regulations as they relate to aviation and airports. 

Ability to set priorities, coordinates multiple activities, and meets critical deadlines. 

Ability to use tact, discretion, and prudence in dealing with those contacted in the course of the 
work. 

Skill in planning, organizing, supervising, reviewing, and evaluation the work of programs and staff 
through subordinate supervision. 

Communicates effectively with others both orally and in writing using both technical and non-
technical language both internally and for the public and media on occasion. 

Demonstrated skill in representing the airport in a professional and business-like manner. 

Strength in establishing effective working relationships with coworkers, contractors, and the public. 

Able to read and interpret surveys, technical drawings and data, construction documents and as-
built drawings. Resolves technical/mechanical problems. 

Proficient in use of logical and creative thought processes to develop solutions according to written 
specifications and/or oral instructions. 

Thoroughly performs a wide variety of duties and responsibilities with accuracy and speed under 
pressure of time sensitive details. 

Ability to work extended shifts or be called back in emergency situations. 
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Facilities and Maintenance Supervisor 

Acceptable Experience and Training 

Five years of advanced airport facilities and maintenance experience. Possession of a valid driver’s 
license authorizing operation of a motor vehicle in Illinois. Must satisfactorily meet and maintain 
STA and CHRC background check requirements. Must satisfactorily complete AOA driver training. 
Any combination of experience and education that meet the minimum requirements will be 
considered. 

 

 

I understand that my signature on this document affirms that I have reviewed my job 
description and agree that I can perform the duties and functions as defined in the job 
description. 

 

_________________________________________________________________ 
Print Name 
 
 
_________________________________________________________________ 
Sign Name 


