2 PO, Box 755

BIG B AR Big Bear City, CA92314
(909) 585-3219

e )/;‘ Le (909) 585-2300 fax
STy FlyBigBear.com

“The Big Bear Airport District provides Big Bear Valley with a safe, efficient and superior venue for aviation operations”

REGULAR BOARD OF DIRECTORS MEETING

Big Bear Airport District
Terminal Building - West Wing Board Room

Wednesday, November 9, 2022
4:00 P.M.

AGENDA

Board members will attend in person.

In accordance with AB361, which modifies Government Code Section 54963,

Members of the Public may attend this meeting in person and via Zoom teleconference.
To participate, the public should visit:

Join Zoom Meeting
https://usO6web.zoom.us//871495232772pwd=VEVTMHpKWTVEQjIU Mi9sQWxGSE8yQT09

Meeting ID: 871 4952 3277
Passcode: 462192

Dial by your location
+1 669 900 6833 US (San Jose)

You MUST mute your audio during the meeting except when making a public comment,
The Board President will call for public comment during the public comment period.

BOARD MEMBERS:
Wes Krause, President
Julie Smith, Vice-President
Steve Castillo

Marikay Lindstrom

Rick Seifert

Unless you are a public safety official, please turn off your cell phone or place it on vibrate mode during the
Meeting.

This Agenda is prepared and posted pursuant to the requirements of the California Government Code Section
54954.2, which is a portion of California’s Open Meeting Law called the “Brown Act”. The Agenda contains a brief,
general description of each item of business to be discussed and/or transacted. Prior to acting on any Agenda item,
the Board will consider public comments.
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https://us06web.zoom.us/j/87149523277?pwd=VEVTMHpKWTVFQjlUMi9sQWxGSE8yQT09

1. CALLTO ORDER
2. FLAG SALUTE

MISSION STATEMENT: The Big Bear Airport District serves the Big Bear Valley by providing
a safe, efficient, and exceptional venue for aviation operations.

3. ROLL CALL AND INTRODUCTIONS
4. APPROVAL OF AGENDA

PUBLIC COMMENTS: A person wishing to comment an an Agenda item should wait for the President
to request comments and then, if appropriate, unmute his or her. phone, ask to make a comment, and
wait for the President to recognize him/her. You have (3) minutes to complete those comments, unless a
langer time is granted. No spaakear may allot his or her time to others.

Comments on Agendz items: Comments concerning matters on the Agenda will be heard at the
time the matter Is considered,

Comments on non-Agenda ltems: Comments concerning matters not on the Agenda will be heard
during the Public Commant sectlon of the Agenda. A speaker’s comments should be within the subject
matter jurisdiction of the Big Bear Airport District Board, '

Please note that if you are addressing the Board on iterns not on the Agenda, the Brown Act doas not
allow Board discussion of such items because they are not on the Agenda and thus were not notleed
publicly. Therefore, the Board may only do the following: refer the matter to staff, ask for additional
information or request a report back, or give a very limited factual response. Your comments may be
placed on the Agenda for future discussion. Non-Agenda comments are limited to 3 minutes each with
a total of 15 minuies.

5. CIVIL AIR PATROL

6. BlG BEAR PILOTS ASSQOCIATION
7. CONSENT AGENDA

7.1. Discussion and possible approval of Resolution 2022-14, re-ratifying the praclamation of a state
of emergency by Governor Newsom on March 4, 2020, and re-authorizing remote teleconfarence
meaetings. (Pages 4-8)
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7.2. Approval of Draft Minutes (pages 7-9)

7.2.a. Regular Board Meeting 4:00 P.M., Wednesday, October 12, 2022
7.3. YTD Financial Reports, September, 2022 (Pages 10-17)

8. PULLED CONSENT AGENDA ITEMS
9. BUSINESS MATTERS ~ DISCUSSION AND POSSIBLE ACTION
9.1. Review of proposed Succession Planning Strategy. (Pages 18-22)

9.1.a. Discussion and possible approval of Resolution 2022-15 approving a Plan for
Succession Development (page 23)

9.2. Review of revised Administration job descriptions. (Pages 24-32)

9.2.a. Discussion and possible approval of Resolution 2202-16 adopting an Addendum to
the Personnel Manual. (page33)

10. MANAGER’S REPORT - None

11. DIRECTORS' COMMENTS

NEXT MEETING DATE:
Wednesday, December 14, 2022 at 4:00 P.M. — Regular Board of Directors Meeting
Location: Terminal Building — West Wing Board Room

12. ADJOURNMENT

CERTIFICATION: |, Diane Cartwright, Board Secretary of the Big Bear Airport District, do herehy
certify that | posted a copy of the foregoing Agenda on November 6, 2022, at least 24 hours in
advance of the Regular Board of Directors Committee Meeting (Government Code Section
54954.2).

Certified Board Secretary
Big Bear Alrport District

The Big Bear Airport District Board Meeting area is handicapped accessible. Persons with disahilities can receive
this Agenda in an alternative format and should call the Airport Office at (909) 585-3219. Notification of 48 hours
prior to the Meeting will enable the District to make arrangements to assure accessibility to the Meeting. The
Agenda is available for review. Agenda items are posted on the District Website at www.flybighear.com. If access
to the Website is not available, copies may be obtained by calling the Airport Office.
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RESOLUTION NO. 2022-14

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE BIG BEAR AIRPORT DISTRICT
PROCLAIMING A LOCAL EMERGENCY PERSISTS, RE-RATIFYING THE PROCLAMATION OF
A STATE OF EMERGENCY BY GOVERNOR NEWSOM ON MARCH 4, 2020 AND RE-
AUTHORIZING REMOTE TELECONFERENCE MEETINGS OF THE LEGISLATIVE BODIES OF
THE BIG BEAR AIRPORT DISTRICT FOR THE PERIOD November 9, 2022 THROUGH December
13,2022 PURSUANT TO BROWN ACT PROVISIONS.

WHEREAS, the Big Bear Airport Distriot {(the "District") is committed to preserving and nutturing publio
access and participation in meetings of the Board of Directors; and

WHEREAS, all meetings of the District's legislative bodies are open and public, as required by the Ralph
M. Brown Act (Cal, Gov, Cede 54950 - 54963}, so that any member of the public may attend, participate,
and watch the District's legislative bodies conduct theit business; and

WHEREAS the Brown Act, Government Code section 54953 (e}, makes provisions for remote
teleconferencing participation in meetings by members of a legislative body, without compliance with the
requirements of Government Code seotion 54953(b)(3), subject to the existence of certain conditions; and

WHHREAS, & requited condition is that a state of emergency is declared by the Governor pursuant to
Government Code section 8625, proclaiming the existence of vonditions of disaster or of extreme peril to
the safety of persons and property within the state caused by conditions as described in Government Code
gection 8558; and '

WHEREAS, a proclamation is made when there is at actual incident, threat of disaster, or extreme peril
to the safety of persons and property within the jurisdictions that are within the District's boundaties,
caused by natural, technologieal, or human-caused disasters; and

WHEREBAS, it is forther required that state or loca! officials have imposed or recommended measutes 1o
pramote social distancing, or, the legislative body meeting in person would present imminent risks to the
health and safety of attendees; and

WHEREAS, the Board of Directors previously adopted a Resolution, Nurnber 2021-08 on October 13,
2021, finding that the requisite conditions exist for the legislative bodies of the Big Bear Airport District
to conduct remote teleconference mestings without compliahce with paragraph (3) of subdivision (b) of
geotion 54953: and

WHEREAS, sy a4 condition of extending the use of the provisions found in section 54953 € the Board of
- Direciors must reconsider the circumstances of the state of emergency that exists in the District, and the
Board of Directors has done so; and

WHERBAS, emergency conditions persist in the District, specifically as the state of emergency declaved
by Governor Newsom Marck 4, 2020 remains active; and
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WHEREAS, social distancing orders are in place at the state and county level for indoor public meetings
and, given the size of the Board room, itposing such sovial distancing measures could present an
imminent risk to the health and safety of attendees and enforcement of such rules could deter participation
in a Board meeting; and

WHEREAS, the Board of Directors does hereby find that the combination of the emergency order and the
tequirement for social distancing has caused, and will continue to cause, conditions of peril to the safety
of parsons within the District that are likely to be beyond the control of services, personnel, squipiment,
end facilities of the District, and desires to affirm a Jocal emergency exists and re-ratify the proclamation
of the state of emergency by the Governor of the State of California; and

WHEREAS, ag a consequence of the local emergency persisting, the Board of Directors does hereby find
that the legisiative bodies of the Big Bear Airport District shall continue to conduet their meetings
without compliance witl paragraph (3) of subdivision (b) of Government Code section 54953, as
authorized by subdivision€ of section 54953, and that such legislative bodies ghall continue to coraply
with the requirements to provide the public with access to the meetings as prescribed in paragraph (2) of
subdivigion€ of section 54953; and

WIHEREAS, the District has and will continue to comply with all other applicable health und safety
orders. :

NOW, THEREFORE, THE BOARD OF DIRECTORS OF THE BIG BEAR AIRPORT DISTRICT
DOES HEREBY RESOLVE AS FOLLOWS:

Section 1, Recitals. The Recitals set forth above are true and correct and are incorporated into this
Resoluiion by this reference.

Section 2, Affirmation th al Bmergenov Persists, The Board of Directors hercby considers the
conditions of the state of etnergency in the District and proclaims that a local emergency persists
throughout the Distriet, end meeting in persot would be difficult due to the size of the Board room and
therefore present imminent risk to those in attendance,

Section 3. Re-ratification of Governor's Proglamation of a State of Emergency. The Board hereby re-
ratifies the Governor of the State of California's Proclamatlon of State of Emergency, effective a3 of its
issuance date of March 4, 2020,

Section4. Remote Teleconference Meetinga, The General Manager and legislative bodies of the Big
Bear Adrport District are hereby authorized and directed to take all actions necessary to catry out the
intent and purpose of the Resolution including, continuing to conduct open and public meetings in

aceordance with Governtment Code section 54953€ and other applicable provisiong of the Brown Act,
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Section 5, Bffective Date of Resolution, This Resolution shall take effect immediately upon its adoption
and shall be effective uniil the earlier of (i) December 13, 2022; (if) or such time the Board of Directors
adopts a subsequent resolution in accordance with Government Code section 54953(e)(3) to extend the
time during which the legislative bodiss of the Big Bear Airport District may continue to teleconference
without complanee with paragraph {3) of subdivision (b) of section 54953.

PASSED AND ADOPTED by the Board of Directors of the Big Bear Airport District this 9th dey of
Novemiber, 2022, by the following vote:

AYES:
NOES:
ABSENT:
ABSTAIN:

Wea Krause, President

Attest:

Diane Cartwright
Bonrd Secretary
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MINUTES

REGULAR BOARD OF DIRECTORS MEETING

Wednesday, October 12,2022
4:00 P.M.

the Big Bear Vi

“The Big Bedr Afrport Oistelét I
' nal vents for tviation

by providing & sufe, efficient, uhdl ex

BOARD OF DIRECTORS

L. order the-Regular Meeting of the Big Bear
y, October 12, 2022 at4:00 P.I,
2. ALUTE: President nd those present, to ioinin the flag salite, and
salute followed |
3. NTRODUCTIONS: Board Secretary, Diane Cartwright, recorded the following;

_ tkay Lihdstrom, Rick Seifert, Steve Castillo and Wes Krause.
Diréctor Smiith td the meeting vig Zoom,

OTHERS PRESENT: General Manager, Ryan Goss and Board Secretary, Dlane Ca_rtwrighf.

4, APPROVAL OF AGENDA: General Manager Goss requested the addition of Item 9.3, Discussion
and possible approval ofthe existing work order from Mead & Hunt to update the Airport’s
DBE program. The agérida, including the addition, was approved by consensus.

There were ne puhiic comments.
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5. CIVIL AIR PATROL: None.

6. BIG BEAR PILOTS ASS5CCIATION: Nons,

7. CONSENT AGENDA:
Director Castillc moved to approve Resolution 202
state of emergency by Governar Newsom on Mag : and re-authorizing remote
telaconference meetings. His motion also lrés&' ¥ the aphraval of Minutes from the Regular
Board of Directors Meeting of August 10, 28 nd the filin che YTD financlal reports of
July and August. Director Lindstrom segdhtlft mtion passed, with all
membears present voting AYE.

B-ratifying the prbclamation ofa

B, PULLED CONSENT AGENDA ITEMS: Nona.-

9. BUSINESS MATTERS

10. MANAGERS REPORT.
General Manager Goss reporied on the Alrport operations during the recent Radford fire,
progress on the new tarminal building permitiing process and ongoing improvemnent to the
temporary office space.

1%, DIRECTORS COMMENTS: All attending Directors contributed.
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NEXT MEETING DATE:

Wednesday, November 9, 2022 at 4:00 P.M, - Regular Board of Directors Meating
Location: West Wing Board Room, Terminal
{Optlonal participation by Members of the Public via Zoom Teleconference)

12. Adjournment: 4:50 P.M.

Diane Cartwright
Board Secretary

Wes Kraiise, President
Board of Directors
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Big Bear Airport District
Profit 8 Loss Budget Performance
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Septamber 2022
Sap 22 Butiget Jul - 8ep 22 YTD Budget Annual Budget
Ordlnary incoms/Expense
Ineome
4064 « State Subsldy ] 0 Q 0 10,000
4085 - Tax Revenuas 0 ¢ 0 0 1,810,000
4410 - Saleg-Alvcraft Fuel
268 Jet A
166.1 - Jet AMUitary o 8,57¢
265 + Jut A - Qther 22 868 0 £6,888 o 0
Total 268« Jet A 22,058 0 64,473 0 0
275 - 100LL 34,063 0 118,667 0 i
4140 - Sales-Alreraft Fusl - Other Q 68,124 0 161,530 625,000
Total 4110 * Salas-Alroraft Fuel 67,021 59,124 183,011 181,63¢ §25,000
4200 + Auto Parking 680 542 1,664 1,825 8,500
4205 + Air Falr Revenug o ¢ D Q 0
4205 + Events Revanus 0 0 1,000 3,000 8,000
4210 « Commekclal Leases 6,066 7,504 29,037 22,780 81,120
4220 + Ground Lease 3,811 4,677 11,783 14,032 88,126
4250 + Hangar Rentals 36,834 33,334 109,768 100,000 400,000
4284 + (Gate Acoess Remote Sales n 40 120 140 500
4285 - Alroraft Ol Sales 730 344 819 1,030 4,120
4268 + Alrcraft Stores Salas [ 187 at 500 24000
4260 * Souivenir Sales 534 200 1,634 1,000 3,080
4270 + Storage Unlts ) 596 484 1,787 1,460 5,800
4280 + Tiedown Rents 704 750 2,032 2,260 9,000
4290 + Tledown Transient 82 150 504 450 1,800
4300 « KV/Camper Storage 1,820 9T 4,400 2,750 11,000
4306 + SDRMA Relmbursement / 0 0 0 0 1,000
4320 - Late Fees-Tenant Rentais a1 &7 141 . 200 800~
4325 - Sales Adjustiment -0 -0
4331 - CERBT {PERS) Relmbursement o 0 0 0 60,000
Total Indetna 107,820 108,390 347,911 312,758 3,206,815
Cost of Goods Sold '
5000 - COGR- Alroraft Fuel
270 - Jet A 17,873 62,218
271 - 100LL% 28,824 . 109,324
B000 + GOGE- Alreraft Fue! - Other 0 B2 487 o} 144,812 502,500
Total 5000 - COGS- Alreraft Fuel 46 807 52,437 161,541 144,312 " 682,600
£005 + COGS-Souvanirs 311 140 986 864 2,043
E04G COGS - Qi 252 152 L2 464 1,813
5016 1+ COGS « Alyoraft Stores [ 120 323 880 1,442
Total GOGE 47,280 62,848 183,708 145,790 58?,?@
Gross Profit 80,660 68,541 164,202 166,648 2,688,048
Expense
BO40 - Marketlng
701, « Advertising ] §96
703 + Sociul Medla/Public Outreach 176 178
704 - Pilot OutreachiHospitality 287 814
705 + PRISponsorships/Denation 800 800
5040 - Markatlng - Other ] 3,500 { 77,400 140,000
Total 5040 - Marketing ; pelitc] 3,300 2,085 77400 110,000
061 - Bank Gharges/Credlt Card Fees 2,545 2,280 0592 8,750 47,000
5070 + Board Elettion Costs 0 0 0 0 9,000
5000 - Contract Services
1011 + Security 1,089 3,080
1042 - Adminlstration 561 1,639
1013 - Facility/Grounds 1,189 5,287
4044 + information Technoiegy 2,818 9,355
5080 - Contrect Services - Other 145 5,871 . 434 L 17,613 _ 70,452
Total B0 - Contract Services 5,462 5,671 19,794 17,612 70452
5110 - Motorized Vehlcls Fuel o 2,500 1,891 4,000 17,000
5426 + Directors’ Expenses
403 - Monthly Reimhursement 500 1,600



Big Bear Airport District

Profit & Loss Budget Performance

September 2022
Sep 22 Budget Jul - Bep 22 ¥TD Budget Annual Budget

406 + Booke/Educational Materials 80 180

409 - Meeting Expense 70 210

412 - Directors' Stipend 0 Q : '

#1286 « Directors' Expenses - Other ] 2,000 G 4,000 18,000
Total 5126 + Directors’ Expenses 630 2,000 1,800 4,000 16,000
5140 « Dues & Subscriptions 436 1,042 A38 3,126 12,600
§150 - Btaff Expenses

431 + BaminarTraloing Registration 0 1,964

438 + Meeting expense 123 122

4318 « Tipa/Misc/Hydration 0 400

441 + Untform Expenge 0 674

442 « Call Phone Reimbursement, 360 1,050 :

5150 - Btaff Expanses - Other 0 350 0 B,060 . 12,000
Total 61560 + Staff Expanses 473 380 3,410 5,060 12,000
5160 + Fees/Farmits/Llcenses 4463 8,000 10,518 14,180 24,000
5170 « Hazardous Waste Piskup 308 1,000 306 1,600 3,000
5180 + Insurance.labllity Expenge 8,758 8,651 25,351 45 741 102,984
£162 + InsuranceWorker's somp 1,206 1,288 3,358 3,887 15,431
8210 - Janltotial Suppilas 53 B0OG 877 1,600 . 8,000
5216 « Manager's EXpansges

425 ., Lotiging 0 820

402 » Meals/Per Dlem 0 138

419 - Travel ¢ 228

428 + Nig.Expense,Tipa, Misa. 0 61

430, - Call Phone Reimbursamant &0 160

5215 » Manager's Expenses - Cther 0 5% 0 1,960 2,600
Total 8215 - Manager's Expenses 4] 60 1,384 1,950 2,600
5230 - Office Operational Expense

450 Supplies 151 414

452 - Posiage 180 188 )

5230 - Offics Dperational Expensy - Other 0 376 0 1,128 4,500
Total 5230 - Oftlce Qperational Expense 384 376 400 1,126 4,500
5247 + Air Fair Expense 0 0 0 0
5280 « Professional Bervices

508 - Administation ¢ 173

610 - Legal Fees 800 1,120 ]

811 - Accounting & Auditing o} 5,400 . .

B2ED - Professional Serviess - Other 4] 5417 0 . 1@ 66,000
Total 5250 « Profasslonal Bervices 800 5417 10,683 16,260 66,000
5250 - Repalr & Malntenance-AWO0S 0 1,400 0 1,100 3,550
5271 « Repalr & Malntenance-Computer .

550+ Software 21 21

$51 + Hardware 0 240 .

§271 + Repalr & Malntenance-Computer - Other 0 0 0 1,000 8,000
Total 271 - Repali & Maintenance-Gomputer 21 0 261 1,000 6,000
§275 + R & W - Alreraft Fuel Farm 38 375 §74 1,426 4,600
280 » Repalr & Malntenance-Grounds 48 3,750 562 11,260 45,000
5285 - Repair & Malrtenance-Hangars 38 a7 1,518 1,250 6,000
5290 « Repair & Malntenance-Lighting 0 417 1,138 1,250 - 6,000
G295 + R & 14 .« Terminal Bullding ¢ 13 2,212 826 _ 2,500
5300 - R & M - Motarized Equlpment 0 260 1,081 760 . B,000°
5305 + Rapair & Maint Fire Extinguish 1,772 0 1,772 0. 3,500
5310 + Emerg Equip/Supplies 134 82 275 275 1,700
8350 + COTFA Dealet Tax 84 ) 204 175 700
5360  Office Communicatlons 695 626 2,259 1,867 6,350
5373 » Tools/Small Maint Equipment 289 170 787 518 2,600
5360 - Winter Ops Contingency ) 0 0 0 8,000
8400 « Utllitles 2473 2,800 B,711 26,100 . 140,000
6565 + Balaries

799 - Payroli Adjustments 9 6

300 » Regular Time 45,174 128,488
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Big Bear Airport District
Profit & Loss Budget Performance

.- Beptember 2022
Sep 22 Budget Jul . Sep 22 YTD Budget,  Annual Bugdget
801 « Qvariime 341 1,287
802 « Hollday Pay 1,322 2,844
804 + Worked Hollday Pay 4,250 8,600 .
686651 Salarles - Other 0 60,831 ] 152,498 508,970
Total 8588 » Salarles §1,087 50,831 140,888 152,493 808,870
5588 - Vagatlon Expange 2,870 2,830 8,010 : 6,888 27,960
6587 » Slck Leave Expense 2,230 1,667 8,881 5,000 20,000
#5868 » Payrol| Expenses o 200 '
8670 + FICA-Employer
807 - Employer's Shara for Directors 62 82 .
8570 + FICA-Employar - Other 62 0 42 ) g1 325
Total 6570 « FICA-Emiptoyer 0 0 0 g1 325
8575 + Medloara-Employer .
§08 » Employar's Share for Directors 18 15 .
6576 ' Med!cara-Employer - Other 787 787 2,208 2,260 9,000
Total 8578 « Medlcara-Employer . 801 77 2,220 2880 - 9,000
8580 - SUKSDI-Employsr 0 0
G585 - Health, Life, Dent.& Vision Ins
900 + Haalth Ins,-Retirees 4,746 18,984
801 » Admin,Fee 54 202 ‘
£585 - Health, Life, Dant,& Vision ine « Other 11,070 14,683 35,762 48,780 175,000
Total 6585  Haalth, Life, Dent.& Vision Ing 16,770 14,682 54,048 43,750 - 176,000
8590 + 467 Contribution-ER Match 3,040 4,187 13,116 12,600 50,000
8594 + Survivor Beneflt Expense 0 a8 447 : 08 425 -
6586+ Penslon Expense
8598.1 < Fenslon Bxpanse - Classic 7,761 23,282
6366,2 + Penslon Expanse - PEPRA 2,348 . 7,039 . ,
6506 + Pansion Expense - Other 0 9,150 041 27,480 108,800
Total 8595 - Pension Expenso 10,107 8,150 29,980 27 480 159,800
8596 - Pension - ER Paid for EE 1,684 1,528 4,470 4678 18,300
6597 + GASB 88 Report Fee 0 0 700 700 Tan
£508 « OPEB/GASB 76 Expenss 0 0 0 0 82,035
6599 - 58A218-CalPERS Annual AdminFee, 0 ] 0 . 300‘ ) 300
Total Expense 121,266 148,449 374,255 ABG, 726 1,814,562
Net Grdinary Income 60,708 -90,908 ~180,083 319,778 823,007
Ofther Income/Expanse
Other lnsome , ’ ' '
4340 « Inveatmant Revenue 124286 ] 41,047 . 0 0
Tatal Other Inceme . 12,426 0 41,047 g. 0-
Oiher Expense
5029 - Capital Improvement Profects 22 .
AP « SHE Bullding - C (Deslgn Oniy) 0 ¢
CIP22R2 + Temnp.Modular Office Space 50 4,087
6034 » Capltal Improvement Frojocts 22 « Other 0 o 0 0 L 0
Total 6039 - Capital Improvement Frojects 73 B0 0 4,087 ' 0 . 0
5044 - Gapital lmprovement Projects 23 ]
CIP23R1 » Term.Bidg. Loan Debt Sarvice 0 0 0 5,000 35,000
5041 « Capital Improvement Projects 23 - Oifor : 0 14,000 0 89,000 - 218,000
Total 5041 « Capital Improvemant Projects 23 0 14,06& 0 104,000 264,000
5904 - Tarminal Bldg, Design & Constr. 0 263,958
5206 + |ntevest Exp-Terminal Bidg Loan 0 0 5,980 5,980 20,407
Total Other Expensg 60 14,000 274,028 109,980 o74,40¢
Nat Other Incoma 12,378 -14,000 -232,978 ) -100,980 ’ 274,407
NetIncome 48,324 {04,900 A2t 428,758 548,690
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Big Bear Airport District
Balance Sheet

As of September 30, 2022

ASBETS
Current Assets
Checking/8avings
1431 » Unlon Bank

Total Checking/Savings

Agcounts Recsivable ‘
1140 + Acoounts Receivable

Total Accounts Recelvable

Qtiher Surrent Assets
4001 « Patty Cash
1126 + LAIF
1127 + TD Ameritrade, Inc.

1480 - Prepaid Medical/Life Insurance
1184 + Prepaid [nsurance-Liability

1182 + Prepald Insurance-Wkrs.Comp,
1164+ Pre Pald Jet A Fuel Tax
1181 » Inventory-Souvenirs

1182 - Inventory-Fuel

1183 - Inventory - Gil :
1185 - Inventory - Aireraft Stores

1498 « Undeposlted Funds
Total Other Current Assets
Total Gurrent Assets

Fixed Assety
1201 - Land
1220 : Land improvements
4240 ' Structure improvements

1241 « Old Terminal Buiiding
1250 - Operating Equipment

1270 - Accumulatad Depraciation
1306 - Construction In Progress

Total Fixed Assets

Other Assets
1450 + Defarred Outflows of Resources

" Total Other Assets
TOTAL ASSETS
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Sep 30, 22

229,483
220,483

11,307
11,307

380
622,057
€,659,874

15,800
79,222

15,564
4,176
B,083

91,917

7,248
2,705

3,388
7,607,952
7,748,742
3,692,612

18,049,875
5,735,091

2,643,000
4,111,754

-{7,280,551
122,850

17,074,331

916,014 -

_ ota014

| 25,739,087



Big Bear Airport District
Balance Sheet

As of September 30, 2022
Sep 30, 22
LIABILITIES & EQUITY
Liabifitles
Current Liabllities
Accounts Payable
2001 - Accounts Payable 41,813
Total Accounts Payable 41,913
Credit Cards
2003 - Visa Card Payahie 45
Tatal Gradit Cards 45
Other Current Liabilities :
2123 - Accruad Vacation §5,803
2124 - Agcrued Sick Leave 72,287
2200 + Sales Taxes Paydble 13,749
2250 « Retirement Contribution Payable -871
2265 + Survival Benefit Payable A7
2265 + PERS 457 Payable "0
2301 - Depuosits-Terant Securlty 35171
2302 - Deposlts-Gate Access © 5,870
2103 - Deposlits-Wait LIst 8,672
2320 + Prepald Rents 148,010
Total Other Current Liabilities 348,674
Total Current Liabilitles 388,442
l.ong Term Llabllitles '
2525 + Terminal Building l.oan 98,000
2660 + Net Pansion Llabillty 196,211
2620 + Net OPEB Obtigation 1,871,381
2626 + Daferred Inflows of Resources 427,893
Total Long Term Liabilities ‘ 3,11_80,485
Total Liabilitiss 3,848,927
Equity
3900 - Refained Earnings 22,313,191
Net Income -423,031
Total Equity . 21,890,160
TOTAL LIABILITIES & EQUITY
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‘Big Bear Airport District
VISA Expense-8645 Detail

September 2022
Data Memo Amount

Visa « 8645
(9/28/2022 BHI nawslstter 0,00
Qofasfanzz Intylt deta protect, HD on tap,msft 181.45
09/28/2022 foldars, mise, office supplias 181,17
DE/28/2022 coffaa bar supplies 286.90
09/28/2022 financs charge refund -1.,33
092812022 stamps 180.00
09/28/2022 card reader cleaners 21,42
06/28/2022. staff meating/fraining 122.86
08/28/2022 grass trimmeat lina . 28930
08/26/2022 Natl. Bus, Aviation Org. diss 436,00
0928/2022 Zoom sybscription 69.68
Qo28/2022 nitrile gloves, iowel disp, keys 63.02

Total Visa - 8845 1,880.86
TOTAL 1,839,866
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Big Bear Airport District

Monthly Check Report
September 2022
; Late Num Name . Mamo Amaurt
& T

090772022 ACH...  PERS 457 Plan - VOYA PR anding §/8/22 3,403,897
08/0712022 ACH.. GDTFA {State DOE)33-000760 ' Jat A Clr Tex Ralurn - Augual 87,00
0812012022 ACH.. PERS 457 Plan - VOYA PP snding 8r17/22 ~3,403.87
& Missing numbers here ',

08/07/2022 DR1602  Ably Erlckson Diract Daposit 0.00
pRi07/2022 - DD1503  Christopher T. Hearn Direct Raposit 0.00
08/Q7/2022 DD1804  Deborah Diana Cartwright Dlrect Dapasit 0,00
09/07/2022 pD1606  Hugo Medel-Valdes Direst Deposlt 0,00
09/07/2022 DD1608  Jemea Ryen Gnss Direct Daposit 0,00
0afarI2022 DD18Q7  John M, Egerer Dirset Daposit 0.00
Qa/ari2022 DD1508  John R Malissa Diracl Deposit 0.00
09/07/2022 DD1808  Pafricla G, Lopez Dirgot Daposlt G.00
0efaq/a022 DD41810  Abby Erlckson Direct Dapash 0.00
QBra1/2032 DD1611  Chlgiopher T. Heam Direct Deposh 0.00
ngizd/20d2 DD1812  Debarah Dlane Cartwright Direct Depostt 000
08/2112022 DD1813  Hugo Msdel-Valdas Direct Depesil 0.00
09/21/2022 DDM&14 | James Ryan Goss Direct Daposll 0.00
092412022 DDHME1E  John M. Egarer Direst Dapogit 0,00
0812112022 pD1616  John R Msllasa Direat Daposit 0,00
09/24/2022 DOB17  Patrlola G. Lopsz Direst Deposit 0,00
¥4 Missing numbars hare **

(9/03/2022 4368 PERS - Retlremant PR ending 9r3/22 -4,518.26
“* Miasing numbers here *** .

DQIZQIEOQ.Z 4378 PERS - Retiramant PP ending 8/17/22 451528
06/20/2022 4379 PERS ~ Medloal PERS Maciical Prarmium - Colobsr ~18,086,61
* Iiissing numbers hars ***

09f09/2022 6939 Bad Baar Bpariswear Ball caps for rosale 380,00
09pe/a02d 8940 Bly Bear Paint Centar Spackling 40,17
09/08/2022 8941 Chem-Pak, ine. Papar products, sleaning auppl!ss -373.70
0e/9/20zz 8942 Gonnelly Pumplng Serylues, LLC Toliethandlcapisink/HT rental-May-Aug '22 -{.720,02
08/09/2022 B943 Endura Stes! Flat HR ~104.81
0oiaf2022 8944 Frontler Communicatlons Faxline | 55,58
09/09/2022 6a4h Graleger, Inc, Hangar R & M materléls 168,68
08109/2022 8948 Mapa Auto Parls, Inc, . battery, repalr cabia 08,83
nafOea02y 6947 Rauch Cemm Corieulignts Ine. Mantsty web audl - resalva sita outags 76,25
09222022 6948 G & T Tarmlte & Past Cantrol Monihly Pest Malnt, Sve.- Saptambar <i684,00
09122/2042 8540 Camlock Security Graup Quarterly Access Cunlrol Sarvicing (Sept, Oct, Nov} 749,10
09/22/2022, 6850 DOVES of Blg Bear Valley Danation 500,00
082212002 6951 Graybar Financlal Servioes, LLG Phone system lsase payment ) 08,87
Dafzjace2 | BRGE La Sisrra Fire Equipment, Inc, Annual Ssrvicelrsoondition * -1,771.86
09f22/2022 6953 MeMaster-Garr Fuel farm repalr parts -38,28
09/22/2022 8954 Mauntaln Water Gonpany H20 servioe, dispenser rent 80,00
09/22/2022 8885 8pectrum Business (Chartar) S8122-10/7122 0513
09/29/2022 GREE Advenced Copy Systems Gontract usage chy. -110.68
08/28/2022 6887 Blg Bear Gity C8D, Ha0 71822 - arsaz2 -885.32
0s9l28/2022 5059 Butcher's Black Sapt Charges B892
4 Misslng numbers hare ™* K

09i29/2022 6860 {Y Hame Canter Flag Fole 43,48
09/28/2022 6961 8.8, Gounty Flre Frotaction District HazMat, Geonarator, Fusl tanl permits -2,594.00
** Missing nunibers hete "

0970142022 58220 Smith, Golin H-N17 Balance of secuwrlty dapasit refund -30.00
*+ Missing numpars hera ***

0910712022 33242 Ekins, Sean AR-30 Auto Py, Sae, Dap, refund 26,00
09/d7i2022 33243 Carbwright, Diane, September call phone 60,00
09/07/12022 33244 Castlllo, Sleves Monthly relmburseiment - Seplember 2022 100,00
08/07/2022, 33248 Egerer, John Septembar cell phane -50.00
09/07/2022 33248 Ericksan, Abby. September cell phane 50,00
09/07/2022 33247 Goss, Ryan September cell phone -50,00
08/07/2022 358248 Hearn, Chls, Baptember cell phons 50,00
0810712022 83248 Kravsa, Waslay Manthly reimburasiment - Baplamber 2022 <00.00
|8I07I2022 33250 Lindstrom, Marikay. Monthly relmbursament - September 2022 ~100.00
bajo1i2022 33261 Lopez, Pauy September aell phone -60.00
000712022 33252 Madst, Hugo Septambar call phone 50,00
08/07/2022 33253 Melissa, Johrt Septembar csll phone 60,00
09/67{2022. 33254 Nativescapes, Inc. Monihly maintenarice -1,006.00
09/07/2022 33255 SDRMA \Whrs.Comp, Ins, 2022-2023 (adjustment) -3,981.08
Q9712022 33258 Saifart, Rick Monthly reimbursament - Saptamber 2022 ~100.00

- 08/07/2022 J3267 Smith, Julie Marinly relmbursement - September 2022 -100.00
09120/2022 33258 Biy Bear Cily 650, H20 715/22.9/2{22 -487,73
09{20/2022 33269 De Lags Landen Sherp copler Isase pmt. 11812
09/20/2022 33250 Principal Financlal Group Qoteber premium -1, 275,05
08/20/2022 83261 Rallarics Slandard Qctebar pramium » 457,03
09/20/2022 83262 Soniirol of $an Bermarding Soatrily sarvices 1 068,71
09128/2022 33283 Blg Bear Slty GSD. Durnpster fees - 9/1/22-10/1/22 -084,73
00126/2022 83264  Cole Huber LLP August chargss -800,00
0Bi26/2022 83285 Southwest Gas 8116122 - 9M4/22 155,86
08/28/2022 33286 Visa - 8645 Stk period -~ 8/20/22 - 8118122 -1,839.86
¥ Miasing numbers here *&

0BIOBI2022  6391T.. Acoent Compuler Saldlons, o, | Ao kewprgrelBport 320841



LOCAL AGENCY INVESTMENT FUND
REMITTANCE ADVICE

BIG BEAR AIRPORT DIST
Agency Name

As of 10/14/2022, your Local Agency [nvestment Fund account has been directly credited
with the interest carned on your deposits for the quarter ending 09/30/2022,

Earnings Ratio .00003699565555327
Interest Rate 1.35%
Dollar Day Total $ 56,913,824.40
619,950.96

o3

Quarter End Principal Balance

Quarterly Interest Earned $ 2,105.56

Columbia Capital Management, LLC
FIXED INCOME PORTFQOLIO
Big Bear Alrport District

; Consolidated
TTY AR TR ADE Septecnbar 30, 2022

Unit Total Actrued - Market Value  Pet Yield
Quantity Security Cost Cost Price Market Value Inlerest +Acar.Int. Assels  ToMat.  Duration

Agency Securities
1,000,000 FEDERAL FARM 99.97 99965500 9977  997,670.05 538194 100305199 134 307 0.15
GREDIT BOND
1.55% 11/25/2022
1.550% Due 11-95-22
1015000 FEDERALHOMELOAN 9850  999789.85 9835 99824462 4582 99829044 131 375 0.48
BANKS BOND
125% 03/17/2023
0.125% Due 03-17-23
500,000 FEDERALHOMELOAN 100.00 50002500 99.18  495899.43 216667 49806610 65 49 0.59
BANKS BOND MW
GLBL 3%
05/08/2023
3.000% Due 05-08-23
500,000 FEDERAL HOMELOAN 10000  500,02500 ©9.99  499.955.11 000 49995511 66 402 0.73
BANKS BOND MW
CLBL 4%
06/30/2023
4.000% Due 06-30-23
500000 FEDERAL HOMELOAN ~100.00 50002500 100.08  500307.30 5694 50045424 66 402 0.49
BANKS BOND MW
cLBL  4.1%
09/29/2023
4.100% Dus 09-29-23
500,000 FEDERAL HOMELOAN  100.00 50002500 98.89 49446638 266675 49713543 65 452 0.80
BANKS BOND MW e
CLBL  3.45% 7
07/28/2023 1620,
3.150% Due 07-28-23
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Agenda Report

A\

e E-\-.[BigBear.com ~

Date: November 9, 2022
To: Board of Directors

Prepared By:  Diane Cartwright, Administration Manager

Subject: Establishing a Succession Planning Strategy

The Big Bear Airport District Strategic Plan 2021-2026 was approved by the Board of Directors in
October, 2021. Slated under the category of Personnel Management for 2023 is “Establishing a
Succession Planning Strategy”.

The Board realized that leadership succession is key to ensure the District continues its success and that
the lack of planning for the future will cause the District to veer off its mission.

While the immediate succession plan will enable qualified employees to move into key leadership
positions, it is a valuable part of best management practices to ensure continuous development within
the District. As such, the name of the process is more aptly named “Succession Development”.

The attached document outlines the Big Bear Airport District’s “Plan for Succession Development”.

Recommendation: Staff recommends that the attached “Plan for Succession Development” be
approved and included in the Personnel Manual.
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PLAN FOR SUCCESSION DEVELOPMENT
(SUCCESSION PLANNING STRATEGY)

Due to the small size of the Alrport's staff, our methods of filling personnel vacancies are different from
those of larger companies.

GENERAL MANAGER

The nacessary qualifications of a General Manager, for example, efiminate any members of the
Maintenance and Administrative pools. There is no natural progression from within, as the duties and
responsibilities of each department are vastly different.

There is, howaver, a process in place for filling a General Manager vacancy,

Success in the General Manager's poslition requires extensiva knowladge of Federal, State and local laws
pertalning to alrport management, safety, aviation fueling, security and airport operations; and
experience managing Capital Improvement Projects, including Federal and State grant funding.

An applicant must have a minimum of five years’ experlence In altport management, and a Bachelor's
Pegrea from an accredited college or university in Aviation Management, Business Administration,
Public Administration or a closely related field; or ten years equivalent experience. AAE Accreditation or
Pilot's License is highly desirable.

The process for solicitation, review and selection is as follows:

1. Post advertisement on BBAD wehsite and in varipus Aviation and Government publications, {AAAE,
SWAAMAE, CSDA, etc.)

2. Conduct a Board worlshop -
s Create a list of requirements and questions to ask each applicant,
s Review applications.
o Select candidates to be interviewed.

3. Task Board Secretary to —
o Send letters of interest to candidates.
¢ Schedule interviews,

4. interview, select, notify chosen candidate.
5. Begin contract negotiation, send conditional hire letter, initiate background checks.

6. Approve new hire; determine start date.
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ADMINISTRATION STAFE:

ADMINISTRATION MANAGER

Responsibilities include:
« AllHR duties ~ recruitment, on-boarding
~ amployee benefits ~ insurance, retiremeant, 457 plan
, ~ payroll = records, reporis

s Financlal boskkeeping for all aspects of Airport business
~ Annual budget, Capital Improvement Plan
~ Annuzl & morithly tax returns, reports
~ Qperational financial reperts, reconcltiation
~ Accounts payable
~ Government grant drawdowns, reconcliiation, reports
~ Coordination of annual financlal audit
~ Supervision of all duties assigned to Administrative Analyst & Administrative Assistant

ADMINISTRATIVE ANALYST

Responsibilities include:
" Research & analytical reporting for managerial assignments
Tenant management
~ monthly invoicing for facility rentals
~ daily fuel and customer service invoicing
~ record-keeping '
» County Accessor updates & annual reports
s Accounts receivable
» Gate access system management
s Customer service
s All Board Secretary duties

-]

ADMINISTRATIVE ASSISTANT

Responsibilities include:
« Customer service — information, purchases, fugl transactions, ground transportation
s Communication with pilots via Unicom radic —advisories, service requests
s Walt Lists maintenance ' ' '
» Tenant insurance/registration updates
e Filing system maintenance
¢ Customer amenities inventory/stocking/re-ordering
s Website, social media mafatenance fw/Admin. Analyst)
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The planned succession is as follows:

¢ When avacancy occurs for the Administration Manager position, the Administrative Analyst will be
the preferred successor,

» The Administrative Assistant will be the preferred successor for the now vacant Administrative
Analyst position.

s Recruitment, through established channels, applicants for the Administrative Assistant position.

To facilitate the above process, the following strategias have been imnlemented:

» Employees are encouraged to take advantage of opportunities to advance their education.

¢ Opportunities are created for employees to gain experience through more challenging assighments.
¢ Employees are cross-trainad in critical skills through rotating tasks and/or temporary assignments.
* Experiencad employees are encouraged to actively participate in educating and assisting tralnees.
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MAINTENANCE STAFF:

MAINTENAMNCE | ~ Trainee

MAINTENANCE |l ~ Journeyman

MAINTENANCE ill ~ Supervisor

Malntenance workers are hired for each of the above positions based upon their experience and skill
fevel as determined and vetified by the General Managet.

Responsibllities include:
» Comprehenslon of complex manuals for equipment operation and maintenance
e Service & repair of all District vehicles, snowplows and field maintenance equipmant
¢ Repair ofall airport lighting including building, runway, taxlway and 55" hazard beacons
»  Ground dutles including weed abatement, asphalt repair and general grounds ciean-up
s Custodial duties ‘ :
« Snow removal on airport property
s Routine maintenance in the following fields:
~ Electrical, plumbing
Carpentry, palnting
Hangar repair
Heating & alr conditioning
Arc welding/Mig welding
~ AWOS [Automated Weather Qhservation System)

t

i

1

1

Should a vacancy occur for any position, there is no automatic succession. Vacancies will be advertised
and current employees will be given the opportunity to submit an application. Some preference wili be
glven for current employees, with consideration for experience and knowledge gained from Alrport
work history,

The same learning strateglas listed for the Administration staff have also been implemented for the
Maintenance staff.
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RESOLUTION NO. 2022-15

ARESOLUTION OF THE BOARD OF DIRECTORS QF THE BIG BEAR AIRPORT DISTRICT
APPROVING A PLAN FOR SUCCESSION DEVELOPMENT

WHEREAS, on October 13, 2021, the Board of Directors of the Big Bear Alrport
District approved the 2021-2026 Sfrategic Plan; and

WHEREAS, the Sirategic Plan Objective for Petscnnel Management is “to support
our employees in the most optimal manner while planring for the future parsonnsl neeads of
the District; and

WHEREAS, attached heretc is the proposed Plan for Succesmon Devslopment to be
included in the Personna! Manual; and

WHEREAS, the Board of Directors has revlewsd the proposed Plan for Successlon
Developrment.

NOW, THEREFORE, the Board of Directors of the Big Bear Airport District does resolve
as follows:

1. The Recitals s&t out above are true and corract.

2. The Plan for Succession Development is to be plased In the Personnel Manual
dated June 17, 2020, and is adopted_to be effective November 27, 2022,

PASSED, APPROVED AND ADOPFTED at & Regular Board of Directors Meeting this 9th day of
November, 2022 by the following vote;

AYES:
NOES:
ABSENT:
ABSTAIN:

VWes Krause, President

ATTEST:
I hereby cartify that the Board of Directors of the Blg Bear Airpart District adopted the foregeing Resolutlon
No, 2022-15 at a Regular Board of Diractors Meeting held oh November 92022,

Diane Cariwright
Board Secretary
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Agenda Report

Date: November 9, 2022
To: Board of Directors

Prepared By:  Diane Cartwright, Administration Manager

Subject: Revised Administration lob Descriptions

Job descriptions for the three Administrative positions: Administration Manager, Administrative
Analyst, and Administrative Assistant have been revised and are included for the Board’s review.

These revisions provide a more equitable distribution of job responsibilities. In addition, they better
utilize the innate skills of our employees and actively encourage the opportunities for growth
established in our new Succession Planning Strategy.

Recommendation: Staff recommends that the revised job descriptions be approved and included in the
Personnel Manual.
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POSITIONTITLE: ADMINISTRATION MANAGER

General Job Description:

The Administration Manager is responsible for the operation of the administrative office to
provide the best possible tevel of service in assisting customers, pilots, and visitors at the
Airport; performing all dutles of a full-service bookkeeper, supervisor for Administrative
Analyst and Administrative Assistant positions, as well as other managerial and secretarial
duties,

The position is exempt, as that term is defined under the Fair Labor Standards Act, and Is not
eligible for compensation for overtime. . .

Prereguisite Qualifications:

Proficient with computer programs: Windows, QuickBooks, Excel, and Word
Proficient In all aspacis of accounting controls and procedures

Experience in a secretarial/clerical position

Excellent people skills

Excellent verbal and written communication skills

Obtain/possess a valld California driver's license

Proof of identity and employment authorization

Bondable

* & & 2 & D 9 =

Essential Job Duties:

* Maintains employee records; is versed In all aspects of employae benefits and remains
v current regarding same
‘ o Payroll records
o Files reports with CalPERS each pay perlod to maintain retirement and
supplemental income (457) accounts of all employees
o Administers enrollment and separation/termination process for employees
(full-time} eligikle for CalPERS benefits: retirement, 457, madical
o Enrolls employees in dental/vision & life insurarice programs
o Dasigns, implements, and administers recruitment and selection activities,
including application review, testing arrangements, candidate
communication, and on-boarding
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« Performs financial boakkesping for all aspects of Airport business:
o Annual budgets including Operating Budget and Capital Improvement Pian
Annual 1099s
Annual Sales Tax returns
Accounts payable (Supervises Accounts rec:ewable)
Petty cash reconcillation
Scheduled Journal Entries for all categories on JE spreadsheet
Monthly calculation of COGS for Fuel, Souvenirs, Oll & Storas
& related Journal Eniries
Monthly Dealer Fuel Tax returns
Monthly employees’ Visa Credit Card statement reconciliation
Monthly Amerlcan Express staternent reconciliation
Bank deposits (Union Bank) and monthly statement reconciliation
o Monthly financial reports
» Provides consultation to Manager to facilitate the timely and appropriate preparation
of each Division's budget
+ Monitors Department expenditure actlvity to ensure compliance with approved
budgetary authority
Processes federal and state grant drawdowns
Prepares Local Government Compensation and Census reports
interprets and explains policles, procedures, and regulations to District staff
Coordinates annual financial audit with independent auditor
Opaerates various pieces of office equipment, including computars, various printers,
copy maching, calculator, typewriter, fax, etc. :
s Mgetsperlodically with General Managerto ensure adequate staffing Ievels and
assists In hiring process
»  Supervises and directs the work of Administrative Analyst and Administrative
Assistant and evaluates their performance annually.
o All tenant-related activities & requirements — wait {ist, additions, delations
o Monthly & annual tenant Invoicing
o Accounts recelvahle
o Fuel transactions, inventory
o Souvenir, oil & stores inventory —re-ordering, as necessary
* Develops and implements goals and objectives for the administrative services
+ Provides professionaltechhical support and assistance to staff when appropriate
» Evaluates auditing procedures on a regular basis and makes adjustments when
appropriate to ensure compliance with applicable laws and regulations
+ Coordinates annual financial audit with independent auditor
e Other duties as assighed

c 0 0 0 2 O

o 0o < O

T % * @ =
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Reporting Relationship:

* Reporisto the Alrport General Manager

¢ Mayhe designated as the Acting Airpart General Manager In the absence of the
General Manager

e Supervises Administrative Analyst & Administrative Assistant positions

Basic Work Hours and Benefit Package:

40 hours per week, as scheduled, and as may be required by the needs of the Airport
Employer contribution to medical, dental, vision and life insurance

CalPERS retirement '

Vacation and sick time

Employer-matched contributions to 457 Deferred Compensation Plan

® @& & & »

Compensation Range:

» $85,000 to $138,000 annual

Environmental Demands:

o |nside: Usually works indoors In a temperature-controlled environment

Physical Reguiremeants:

e Must successfully pass pre-employment physical, including drug testing pald for by the
District '

Packet Page 27



POSITION TITLE: ADMINISTRATIVE ANALYST

General Job Description:

Areas of responsibility include, but are not limited to, the daily completion of assighed
customer service and adminlistrative tasks, duties and responsibiiities, under the direction
of the Administration Manager, Will perform a variety of activities in the analyzing,
designing, and evaluating programs within the airport. May have responsibilities in
caordinating adminlstrative activities, and performing other related work. Problem
solving sklills are required.

The ideal candidate is a customer-focused employee who provides various services to
the users of the airport and maintains a high level of safety awareness at all times.
He/she should be very skilled at collecting and analyzing data and be able to provide
detailed reports. Should possess strong presentation abilities and public speaking
skills. This individual willwork with otheremployeas to build teamwork, gain knowledge
of the airport and FBO industry, and ensure that our customers’ first and last
impression of the airport will make them want to return,

Prerequisite Qualifications:

s Excellent people skills o

» Proficient with cornputer programs: Windows, QuickBooks, Excel, and Word
¢ Previous secretarial/clerical and customer service experiencepreferred

» Excellent verbal and written communication skills

¢ Obtain/possess a valid California driver’s license

¢ Must complete Customer Service, Safety & Security (CSSS) Training Course within one
month of employment (District provided - currantly NATA Safety 1st)

» Proof of identity and employment authorizatlon
o Bondable

General Responsibilities:

« |nteracts with fly-in & walk-in customers, provides customers with professional
service and asslstance
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»  Assists with ground transportation, customer purchases and fual transactlons.
* Builds friendly and professicnal relationships with customers and tenants
* Answers the telephones In a timely and professional manner

*» Provides Information about the airport and Blg Bear in general. (tourist attractions,
restaurants, etc.)

o Communicates with pilots via Unicom, as required

¢ Works closely with maintenance personnel and pilots to ensure that the FRO has
met alf customer service needs

» Communicates fueling and other aircraft needs to maintenance personnel via -
radio

* Provides weather advisories and service requests on Unicom, as required

» Enforces security regulations

s Assists in keeping FBO facility clean and presentable at all timas

* Performs complax research and analysis in support of special projects, and other
standard department operations

+ Produces and presents detafled reports reﬂec‘cmg sald research.

* Plans, organizes and completes assignments from management staff with
minimal supervision and diraction

* Monitors and tracks project activities, including expenditure and revenue activity,
and compliance reporting

Specific Job Duties

*  Creates involces from customer purchases from sales receipt book, walk-in fuel
-orders and daily QT Pod report

*  Reconciles fuel (QT Pod}, and maintains a daily/maonthly fuel log (sales, inventory,
ate,}

e Updates fuel prices, as necessary (QT Pod, BBAD webslte & other misc, websites)

*  Enters and updates tenant (customer) information in Quickbooks. Keeps all physical
tenant files current and accurate.,

»  Updates Facility Maps (Drophox ->Staff ->Maps)

* Entersand updates tenant information in alrport lease management software
program (ProDigiq) (Administrative Assisiant updates insurance)

* Maintains airfleld gate access software system (Brivo)

o Creates monthly & annual tenant invoices

+ Processes Accounts Recelvable & Quickbooks daily credit card payments

+ Creates work orders for hangar repairs for Maintenance staff using 55-CMMS program

¢ Prepares annual reports - San Bernardine County Assessor Alrcraft Form AH-
577-B - List of Aircraft and Aircraft Form AH-577-C - Occupant Listing Reports

e Updates alrport website and social media platforms fwith Administrative Assistant)

o Other duties asassigned
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Board Secretary Responsibilities & Duties:

» Prepares agendas for the Regular and Speclal Board of Director meetings,
workshops and committee meetings, & posts them te the website and other
locations, as required. (i.e. Dropbox)

s Prepares and posts minutes for the Board of Directors meetings, as above

» [ssues candidates' papers for Alrport Board of Directors alectlons

s Provides orientation materials to new Directors & assists Directors with
obtaining all relevant information neaded to efficiently and effectively carry
out thelr assigned duties

s Works closely with legal counsel to ensure all Board communications, resalutions,
meetings,etc. are in compliance with applicable state and local laws

»  Supervises the recordation of documents; maintains files of all Board
resolutions, motions and acticns and ordinances.

s File required documents with Registrar of Voters {Form 700, etc.}

a  Tracks and ensures that all required documentation for Directors, General Manager
and Board Secretary (AB 1234, AR 1825, etc.} is current,

Reporting Relationship:

s Reports to the Administration Manager. (As Board Secretary, reports to General
Manager and/or to Board President)

Basic Work Hours and Benefit Package:

o 40-hour week, as scheduled, overtime may bhe necessary during adverse weather
or natural emergencias, and hours may be unpredictable

s Must be able to work Saturdays, Sundays, and halidays when scheduled

s Employer contribution to medical, dental, vision, and life insurance

¢« CalPERS retirement ‘

s Vacation and sick time

¢ Employer matched contributions to 457 Deferred Compensation Plan

Compensation Range:

+  $28.00to 541.00 hourly

Environmental Demands:

e Inside: Usually works indoors in a temperature-controlled environment

Physical Reguirements:

¢  Must successfully pass pre-employment physical, Including drug testing pald for
by the District :
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POSITION TITLE: ADMINISTRATIVE ASSISTANT

General Job Description:

Areas of responsibility Include, but are not fimited to, the dally completion of assigned
customer service and administrative tasks, duties and responsibllities, under the direction of
the Administration Manager.

The Iideal candidate Is a customer-focused employee who provides various services to the
users of the zirport and maintains a high level of safety awarenass at all times, This individual
will work with other employees to build teamwork, gain knowledge of the alrport, and ensure
that our customers’ first and last impression of the airport will make them want to return.

Prerequisite Qualifications:

» Excellent people skills

¢ Proficient with computer programs: Windows, QuickBooks, Excel, and Waord

 Previous secretarial/clerical and customer service experience preferred -

e Excellent verbal and written communication skills

o Obtain/possess a valld California driver's license

¢ Must complete Customer Service, Safety & Security {CSS5) Training Course within one
month of employment {District provided- currently NATA Safety 1st)

* Proofof Identity and employment authorization

e Bondable

General Responsibilities:

¢ Interscts with fly-in & walk-in customers, assists with ground trahsportation, customer
purchases & fuel transactions

» Assists with ground transportation; customer purchases and fue! transactions.
¢ Builds friendly and professional relationships with customers and tenants
» Answers the telephones In a timely and professional manner

*» Provides information about the airport and Blg Bear In general. {tourist attractions,
restaurants, etc.)

e Communicates with pilots via Unicom, as required

¢ Works closely with maintenance personnel and pilots te ensure that the FBO has met all
customer service needs

» Communicates fueling and other alreraft needs to maintenance personnel via radio
» Provides weather adviseries and service requests on Unicorm, as reguired

e Enforces security regulations

*  Assists in keeping FBO facllity clean and presentable at all times
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Specific Job Duties:

*

]

Facilitates ground transportation, crew car (for pilots only), efc,
Processes customar purchases and fuel fransactions with cash or credit card

Enters fuel, olf and souvenir sales in receipt book (Give ail credit card receipts to Admin,
Analyst for invoice processing)

Provides information to prospective tenants about wait [ist; assists with completion of
walt list application

Maintains hangar, vehicle parking and storage unit wait lists

Assists new tenants with rental agreements

~ Monltors tenant compliance with insurance requirements and keeps all tenant files

updated with current insurance mformation updates insurance info. in PraDigiq lease
management software

Maintains current registration of tenant vehicles

Informs Administrative Analyst of above additions or changes

Maintains filing system

Takes frequent inventory of souvenir ltems and customer service amenitles. Restock
and reorder as necessary.

Update retail prices as necassary (with help of Administration Mgr)

Creates work orders for hangar repairs for Maintenance staff using $5-CMMS program
Updates airport website and soclal media-platforms {with Administrative Anatyst)

Other duties as assigned :

Reporting Relationship:

¢ Reports to the Administration Manager

Compensation Range;

$26.00 to $37.00 hourly

Basic Work Hours and Benefit Package

40-hour week, as scheduled overtime may be necessary during adverse weather or
natural emergencies, and hours may be unpredictable

Must be able to work Saturdays, Sundays, and holidays when scheduled

Employer contribution to medical, dental, visidn, and life insurance

CalPERS retirement

Vacation and sick time

Employer matched contributions to 457 Deferred Compensation Plan

Environmental Demands:

Inside: Usually works indoors In temperature-controlled-environment.

Physical Requirements:

Must successfully pass pre-empioyment physleal, including drug testing paid for by the
District.
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RESOLUTION NO, 2022-16

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE BIG BEAR AIRPORT DISTRICT
ADOPTING AN ADDENDUM TO THE PERSONNEL MANUAL

WHEREAS, the Board of Directors of the Blg Baar Alrport District (“Board” of the
“District”) wishes to set forth clear and relevant personnel policies; and

WHEREAS, the Board has perlodically reviewed and revised its Personne! Manual;
and

WHEREAS, the addendum to the Personnel Manual includes revised job
descriptions for the Administration Staff; and

WHEREAS, attached herato are the revised job descriptions to he replaced in the
Personnel Manual; and

WHEREAS, the Personnel Manual supersades ahy and all other versions as of its
effective date.

NOW, THEREFORE, the Board of Directors of the Big Bear Airport Digtrict does
resolve as follows:

1. The Recitals set out above are true and correct,

2. The amended job descriptions are to be replaced in the Personnel Manual
dated June 17,2020, and are adopled to be effectlve November 27, 2022,

PASSED, APPROVED AND ADOPTED at a Regular Board of Directors Meeting this 9% day of
November, 2022 by the following vote:

AYES:
NOES:
ABSLNT:
ABSTAIN:

Wes Krause, President

Diane Cartwright, Board Secretary
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