PORT OF PORT TOWNSEND

POSITION DESCRIPTION

Position Title:  

Assistant Harbormaster
Department/Location:  
Moorage Offices Point Hudson / Boat Haven
Reports to:  


Harbormaster 

Position Summary:

The Assistant Harbor Master has the responsibility for operations of the Port’s Point Hudson Facility including customer services, files, billing, facilities, plans and budgets, supervision, purchasing, safety, environmental compliance, business plans and improvements, central telephone, and emergency services.  This position also handles the management responsibilities in the Harbormaster’s absence.
Major Duties and Responsibilities

Duties and responsibilities shown are intended to indicate the type of work performed and should not be understood as an exhaustive list of all tasks assigned to this position.

A. Coordinates moorage, events, RVs, and building tenants activities.
B. Maintains monthly and nightly guest records.
C. Coordinates slip and RV assessments.

D. Coordinates dock walks with responsibility for inventory empty slips, power usage checks, and facility inspections for any safety and security concerns.

E. Supervises moorage customer service reps and front desk operations.

F. Prepares operating procedures and other assigned research projects.

G. Participates in preparation of annual operating budget, and long-range business forecasts with Harbormaster.

H. Performs duties of the moorage customer service representative.
I. Oversees and/or prepares newsletter, informative flyers, or other communications
J. Promotes the Port through day-to-day activities, boat shows, and other functions.

K. Evaluates moorage functions and prepares reports and presentations.

L. Initiates and maintains contacts with yard, maintenance, administrative and accounting staff and other persons. 
M. Initiates and maintains contact with port customers, vendors, and lease tenants. 
N. Directs and performs safety and emergency service duties and responsibilities.

O. Guides moorage, and service improvements

P. Serves as a resource to Port executives and Commissioners on Point Hudson plans, business, customer service and improvements.
Q. Performs other duties as assigned.

Minimum Qualifications
To perform this job successfully, an individual must be able to perform all of the duties in an efficient and competent manner.  The requirements and conditions listed are representative of the minimum levels.
1. Education: High school diploma or GED required.  Courses related to facility operations, and customer service, courses to build computer skills, Knowledge/Experience: Five years progressively responsible facility related management, supervisory, customer service and experience with rates, business plans, and project and reservations responsibilities or equivalent. 
Knowledge, Skills, and Abilities

Requirements outlined in this position description may be subject to modification to reasonably accommodate individuals with disabilities otherwise qualified for this position.
1. Skills and knowledge of facility operations, supervision, management, and customer services.

2. Skills and knowledge of resort business, accounts, and related functions.

3. Must have a valid Washington State driver’s license. 

4. Knowledge of environmental regulations/ compliance for resort facilities.

5. Ability to oversee and maintain effective communications and working relationships with co-workers, management, customers, and the public.

6. Ability to manage, supervise and perform duties and responsibilities in an efficient and satisfactory manner meeting minimum standards for supervision, selection, training, evaluation, recognition, discipline, and development.

7. Ability to lead and develop program plans, estimates, budgets, and liaison with other agencies, evaluate and report activities, and develop program improvements.

8. Ability to direct safety and emergency service functions, and lead and coordinate activities with Port managers, supervisors, contractors and other organizations.
Physical Requirements
Physical demands reflect the position’s responsibility for moorage, RV and facilities duties.  Physical efforts require extended periods of walking, stooping, reaching, feeling, bending, kneeling, climbing, grasping, handling and talking, both in person and over the phone. Requires general vision and hearing. Position may also require standing, crawling, swimming, sitting and the ability to push, pull, lift and carry up to 50 pounds.

Work Environment

The work environment conditions are representative of those an Assistant Harbormaster encounters while performing the day-to-day functions of this job. The work environment includes duties in outdoor and storm conditions, with temperatures as low as 0 and as high as 100 degrees (Fahrenheit). Work environment includes frequent working on wet and slippery surfaces and may include duties performed at night in areas with little or no lighting.
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