
 

 
 

Job Title: ASSISTANT DIRECTOR OF FINANCE & 
ADMINISTRATION 

Department: FINANCE & ADMINISTRATION 

Reports To: SENIOR DIRECTOR OF FINANCE & ADMINISTRATION 

FLSA Status: EXEMPT 

Prepared Date: SEPTEMBER 2022 

NAICS W/C: CLERICAL – NOT INSURED FOR RAMP 

EEOC: EXECUTIVE/SR LEVEL OFFICIALS AND MANAGERS 
 
 
About Us 

At Naples Airport Authority we want to build a team that understands that by working 
together, under these principles, we will all help ensure a safe and productive airport 
environment and make for an enjoyable experience for our customers, the public and our 
employees. 

Our Purpose 
Connecting you to Naples through an exceptional airport experience. 

 

Customer Service Vision 

First and lasting impression of excellence. 
 

Values 

AGILE  
PASSIONATE  
FOCUSED  
 
COLLABORATIVE  
ACCOUNTABLE  
RESPECTFUL  
ETHICAL  
STEWARDSHIP  
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Job Purpose 
 
This position is an integral part of the finance and administration operation and growth of the 
Naples Airport. This team member supports the Senior Director of Finance implements and 
monitors effective controls and procedures, leads administrative activities, prepares accurate and 
daily reporting and analysis, manages department staff, and supports the Authority’s vision and 
goals. The ideal leader will come out of public accounting, as well as experience working in 
aviation sector. 

 
Supervision Received & Exercised 
 
Receives direction and supports the Senior Director of Finance and Administration or executive 
leadership. Will directly supervise others.  

 
Essential Duties & Responsibilities 
 
 
• Oversees management and directs activities of various functions of the Finance and 

Administration Department. 
 
• Provides oversight and direction of the accounting function and timely and accurate in the 

monthly close activities, including the preparation and review of financial reports. 
 

• Makes recommendations and improvements to policies, procedures and internal controls 
related to the accounting function. 
 

• Contributes to the preparation and administration of the annual operating and capital budget 
for the Authority and allocates the resources for the programs and activities of the Authority. 

 
• Oversees the annual audit conducted by an outside firm and the preparation of the Authority’s 

Comprehensive Annual Financial Report. 
 

• Advises on the risk management program by working with insurance broker to ensure proper 
insurance coverage for the Authority, administers insurance policies with the broker according 
to the specified provisions, and submits and manages claims as needed. 

 
• Works with our investment advisor on proposals regarding investments in accordance with the 

Authority’s investment policy.  
 

• Provides other managers and departments with information required by them to carry out their 
assigned responsibilities. 

 
• Provides regular feedback and coaching as well as discipline for direct report employees.  
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• Supports in the oversight of the Procurement, Leasing, and Information Technology 

Departments providing guidance as needed.  
 

• Responsible for preparing federal and state grant reimbursements. 
 

• Responsible for the preparation of financial reports as required. 
 

• On occasion will present financial and other reports at Board of Commissioners meetings. 
 
• Establish and maintain financial objectives and policies, organizational financial analysis and 

cash flow projections as recommended.  
 

Other Duties 
 
• Assist other departments as needed. 

 
• Performs other duties or special projects as assigned.  
 
Competencies 

 
• Business Acumen - Clear understanding of business operations, industry trends and market 

dynamics. 
 

• Communication – Active listener, provides timely information, communicates well both 
verbally and in writing, delivers presentations. 

 
• Customer Service Orientation – Interested, dedicated and enthusiastic toward work.  Works 

well with difficult people and committed to finding solutions to problems. 
 

• Decision Making – Able to reach decisions, takes thoughtful approach when considering 
options and seeks input from others, makes difficult decisions and resolves complex situations. 

 
• Employee Management and Development – Defines responsibilities and offers regular 

feedback; recognizes potential in employees, provides opportunity and challenges, coaches 
employees appropriately, takes mentoring role, delegates well and rewards employees wisely. 
 

• Fiscal Responsibility – Seeks to ensure the financial self-sustainability of the NAA, prepares 
reasonable budgets and manages resources efficiently. 

 
• Job Knowledge – Application of skills, training, abilities and/or related experience to the 

performance of specific job duties and responsibilities; demonstrates knowledge of a particular 
field; demonstrates learning ability and versatility. 

 
• Leadership – Inspires and encourages, builds strong relationships, sets a good example, earns 

trust and respect of others. 
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• Strategic Mindset – Demonstrates alignment with and contributes to the achievement of the 
organization’s vision, mission, goals and objectives. 

 
• Values – Aligns oneself and encourages others to align with the organizations’ values. 

 
Minimum & Preferred Qualifications 

The successful applicant must have expert knowledge of finance and accounting procedures and 
principles.  Must have full working knowledge of Federal and State regulations. 

 
Education/Professional Certifications 

 
• Bachelor’s or Master’s degree from an accredited college or university in Finance, 

Economics, Accounting, or other appropriate field, and CPA license or CPA license 
eligible. 
 

• Eight years reflecting increasing responsibility experience; or equivalent combination of 
closely related training, education, and experience.  Public accounting experience 
preferred, not required.  
 

• Experience with employee management and excellent leadership skills required.   
 

• Strong technical background and working knowledge in computer software and systems 
(Business Dynamics 365) is preferred.  

• Must have full working knowledge of Authority financial policies and procedures within 
90 days of employment. 

• Communicates clearly and effectively verbally and in writing.  

 
Machines Tools & Equipment 
 
Must be able to operate calculators, computers, spreadsheet software, word processor, 
accounting software, human resource software and various other office machines. 
 
Driver’s License Requirements 

 
• Must maintain a valid State of Florida driver’s license or possess a valid out-of-state 

driver’s license and obtain the State of Florida driver’s license within 30 days of 
employment. 
 

• A driving record that meets the Authority’s driving standards (not suspended or revoked). 
 

Language Skills 
 

Ability to read, analyze, and interpret the most complex documents. Ability to respond 
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effectively to the most sensitive inquiries or complaints.  Ability to write speeches and articles 
using original or innovative techniques or style. Ability to make effective and persuasive 
speeches and presentations on controversial or complex topics to top management, public 
groups, and/or boards of directors. 

 
Working Conditions 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential function of this job.   
 
While performing the duties of this Job, the employee is occasionally exposed to fumes or airborne 
particles. The noise level in the work environment is usually moderate. 
 
Physical Requirements 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is required stay in stationary position 80-
90% of the time. The employee is frequently required to communicate with vendors and internal 
and external customers and must be able to exchange accurate information in these situations.  The 
employee is occasionally required to move about inside the office to access file cabinets, office 
machinery, etc. Constantly operates a computer and other office productivity machinery, such as a 
calculator, copy machine, and computer printer.  The employee must occasionally lift and/or move 
up to 10 pounds. Specific vision abilities required by this job include close vision to be able to read 
invoices, statements, proposals, contracts, etc. 
 
 
 
 

 
Supervisor 
Signature & Date: 

 

 
Employee 
Signature & Date: 
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