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Summary of Duties: Provides or supervises the provision of information
services at the Departnment of Airports; plans, organizes and
coordi nates special events for the Departnent; and does rel ated worKk.

D stingui shing Features: An Airport Information Specialist does
speci alized i nformation services work at the Departnent of Airports,
and pl ans, organi zes and coordi nates special events. Assignnents are
received in general terns and are subject to a mnimmof review An
enpl oyee of this class nust have a good understanding of the functions
and facilities of the Departnent of Airports, and its relationship to
the surrounding community. The class of Airport Infornation
Specialist differs fromthat of Public Relations Specialist in that
the former is a nore specialized class focusing on Departnent of
Airports activities and functions, whereas the latter is a broader,
nore generalized, Gty-wide public relations class.

Duties: Supervises, plans and coordi nates the work of a group of

enpl oyees engaged in providing person-to-person information services
and/ or conducting visitors through Airports facilities; assists in
representing the Departnent of Airports with the nedia;, serves as the
departnental representative to various commnity and service

organi zations; coordi nates the departnmental speakers bureau and
schedul es speakers for community and prof essional service groups;
escorts nmenbers of the press on the airfield for photo assignments

i nvol ving newsworthy events and incidents; plans and gives speeches to
servi ce organi zations; maintains the Departnent's historical
collection of photos, clippings and artifacts;

Pl ans, organi zes, budgets, and pronotes special events for the
Departnent of Airports; arranges for services and facilities for major
events conventions, dedications and ground breaki ngs; devel ops agenda
and prograns for special events; interprets and enforces policies
pertaining to the conduct of visitors and the application of safety
rules and regul ations; arranges for specialized tours to nmeet

i ndi vidual group interest, including orientation tours for airport
concessi onai res and Departnent personnel; nakes arrangenents and
coordi nates special tours for distinguished persons visiting the
airport facilities; trains, schedul es, assigns and eval uates the work
of Airport Quides engaged in explaining various operations and
facilities and answering questions about the function, use and history
of the airports; supervises and coordi nates person-to-person
information services for the traveling public; coordinates information
activities with airlines, federal agencies and the community; mnay
represent the Departnent of Airports at exhibitions and trade

m ssions; and nmay occasional |y be assigned other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: A good know edge of the functions, facilities,
obj ecti ves, devel opnents, policies and history of the Departnent of
Airports; a good know edge of the physical |ayout and functions of




various installations at Gty Arports, including those of tenants and
concessi onai res; a working know edge of regul ati ons governing the use
of Airport facilities, including regulations concerning safety hazards
and pedestrian and vehicular traffic; a working know edge of the | aws
and regul ations related to equal opportunity and affirmative action; a
general know edge of the history and recent devel opnents in the field
of aviation and air transportation; a general know edge of the

t echni ques and procedures applicable to person-to-person aspects of
public relations; a general know edge of Gty personnel rules,
policies and procedures; the ability to recruit, train, organize and
coordinate the activities of enpl oyees engaged in providing guide and
information services to airport visitors; the ability to deal
tactfully and effectively with individuals and groups, other

enpl oyees, and officials; the ability to speak convincingly before
groups and organi zations; the ability to plan and organi ze speci a
events and functions; and the ability to maintain records, nake
reports, and handl e admnistrative details and probl ens.

Two years of experience as an Airport Quide with the Gty of Los
Angel es is required.

License: Awvalid California driver's license is required.
Physi cal Requirenents: Strength to performlifting up to five pounds

and occasionally over fifteen pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e acconodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
acconodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



