EXETER AND DEVON AIRPORT LIMITED

JOB DESCRIPTION 


POST TITLE:


Passenger Services Agent

LOCATION:
Main Terminal Building, Exeter International Airport

RESPONSIBLE TO:

Terminal & Security Manager
STATEMENT OF PURPOSE:

To work as a team member in the Passenger Services Department providing services to the airport’s airlines and passengers.

KEY RESPONSIBILITIES:

1. Check-in. To welcome passengers, check all documentation is valid and correct, carry out set security procedures, operate computer systems and process all relevant airline documentation. 

2. Flight Arrival. To escort passengers, following Health and Safety Procedures, from the aircraft to terminal and through Immigration and Customs formalities. 

3. Flight Departures. To process passengers through boarding gate using the computerised system and the public address system. Check documentation at the boarding gate and to escort passengers from the departure lounge out to the aircraft.   

4. Passenger Assistance. To assist passengers with special needs through controls. This includes the elderly and infirm, nervous passengers, young children travelling alone and disabled. This includes the use of wheelchairs. 

5. Flight Preparation. Check special service requests and edit flights using the computerised system. 

6. Baggage Services. To respond to passengers’ complaints concerning lost or damaged baggage and to track baggage in computerised system
7. To undertake ticket desk operations for airlines, including payments and bookings. 
The role also demands working outside of the terminal building all year round in diverse weather conditions. 

This is a shift working post, often with short notice airport extensions. You will be required to work a flexible shift pattern that will involve early morning, evenings, nights and weekend working. 

This job description outlines the current duties required. It is not a comprehensive or exclusive list, and duties may be varied from time to time, which do not change the general character of the job or the level of responsibility.

I have read and acknowledge the content of the above job description:
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____________________________________Date: ________________
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____________________________________
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