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GOVERNOR'S OFFICE

DIRECTOR
BOZ0BOE

MEAH Z7587 BOWRD OF AVIATION
Agency Head 7

|
PLANNING/PROJECTS MANAGER
9252003
MMS X7623
Policy Planning & Development Manager 3

AVIATION PLANMER
1113110
DAD C1097
Planner 2

Fiscal Analyst
1517001
re— 0AD C1244
Fiscal Analyst 2

OPERATIONS & POLICY ANALYST
1517002
CAD COB71
Operations & Policy Analyst 3

STATE AIRPORTS MANAGER FINANCE MANAGER
2011001 1071010
MMS X7155 MIMS X7075

Budget and Fiscal Manager 1

Construction & Facility Maintenance Mgr. 1

AIRPORT OPERATIONS SPECIALIST

1092006 FISCAL ASSISTANT
OAQ COBE1 3152001
Program Analyst 2

DAD C0212
Accounting Technidian

AIRPORT OPERATIONS SPECIALIST

0801003
OAD CDBEL
Program Analyst 2 REGISTRATION SPECIALIST
AIRPORT LEASING & CONTRACT SPEC 1071020
2123003 DAC C0104
QAD COB61 Office Spedialist 2
Program Analyst 2
AIRPORT MAINTENANCE SPECIALIST Administrative Spacialist
2123001 2123002
DAC C4014 OAD CO108

Facilities Ops Sper 1 Administrative Specialist 2

MAINTEMAMNCE PROGRAM COQRD.
4510001
QAC C4014

Facilities Ops Spec 1 Agency Total
15 Permanent
Positions 15 FTE
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Department of Aviation

THE TEAM
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Finance for Agency

« A/Rand A/P
* Asset Tracking
e Aircraft & Public Use UAS Registration
* Accounts Receivable Reporting
 Revenue, Expense, Cash Balance Tracking & Forecasting
* Budget Development
* Manage Finances for Federal Grants
* Submitting RFRs to FAA
 Agency Financial Reporting
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Administration for Agency

* Front Office Reception
» Office Supplies/Phones/Mail
* Aviation Board Administration
* Website Updates
* Social Media
* Agency Credit Card Administration
* Help with Rulemaking
* Central Service Liaison
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Reporting for Agency

* Affirmative Action Plan
* Diversity Equity Inclusion Plan
 Annual Performance Progress Report (KPMs)
 Agency Annual Report
* New Employee Orientation
 Manage Records Retention for Agency
* Manage Public Records Requests
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Front Office Reception
Registers Aircraft & Public Use UAS
Public Airport Licenses
Collections
Coordination with DOR
Office Administration including:
-Ordering Office Supplies
-Processing Agency Mail
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Agency Accountant
Pays Invoices

Agency Credit Card Coordination
Journal Entries- Correcting Coding

Accounts Receivable
Maintains Asset & Inventory Lists

Manages Surplus
Maintains Records Retention Schedule
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Aviation Board Administration:
Prep Before Meetings
Arranging meeting locations,
Meals, Lodging
Handles our Tech
Travel Reimbursements
Social Media
Maintain & Update Website
Marketing
Fuel Tracking Reports
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Questions
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