
 

 

  
 

 

The BVI Airports Authority Limited invites applications from suitably qualified persons for the position of 

CLIENT RELATIONS REPRESENTATIVE, OPERATIONS DEPARTMENT. 
 

This position is responsible for providing customer service and interacting with passengers which includes 

addressing complaints, collecting feedback, and other necessary duties to enhance passenger satisfaction. 
 

EDUCATIONAL REQUIREMENT 
 

▪ High school diploma, general education degree, or equivalent 

 

▪ Experience working in the customer service industry is an asset 

 

KNOWLEDGE AND EXPERIENCE 
 

Applicants must have proficient knowledge in the following areas:  

 

▪ Sound planning and organizational skills 

▪ Good human relations skills. 

▪ Professional telephone etiquette 

▪ Good oral and written communication skills 

▪ Ability to multi-task and work under pressure. 

▪ Ability to resolve service-related problems 

▪ Sound customer service skills 

▪ Proficiency with Computer Operating Systems (Microsoft Office Suite) 
 

JOB FUNCTIONS AND RESPONSIBILITIES  

 

Duties include but not be limited to:- 

 

▪ Identifying measures and solutions to improve customer service satisfaction 

▪ Addressing relevant anonymous complaints and suggestions from passengers by making 

recommendations to improve health and safety conditions within the BVI Airports 

Authority 

▪ Engaging in Airport Emergency Drills and trainings as required 

▪ Attending to critical needs that may occur throughout the Terminal building 

▪ Responding to queries of passengers 

▪ Resolving issues that may interfere with the passenger's experience 

▪ Performing facility checks and passenger feedback 
 

Salary which is in grade 4 will be determined commensurate with qualification and experience. 
 

Interested persons should submit completed application and other relevant documents to:  
 

Director of People and Culture 

BVI Airports Authority 

P. O. Box 4416 

Road Town, Tortola 

British Virgin Islands, VG1110 

or 

Email:  humanresources@bviaa.com 
 

Deadline for submission: NOVEMBER 29, 2024. 
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The BVI Airports Authority Limited invites applications from suitably qualified persons for the position of 
CUSTOMER SERVICE REPRESENTATIVE, OPERATIONS DEPARTMENT. 
 
This position is responsible for ensuring that all internal and external customers receive an adequate 
level of service or help with their questions or concerns on the floor; assist the elderly and physically 
challenged; identify measures and solutions to problems experienced by passengers. They are also 
required to assist with the conduct of quarterly surveys for customer feedback and provide a support 
service to authorized taxi operators and other partners of the BVIAA. 
. 

 
EDUCATIONAL REQUIREMENT 
 

▪ High school diploma, general education degree, or equivalent 
 

▪ Experience working in the customer service industry is an asset 
 

KNOWLEDGE AND EXPERIENCE 
 
Applicants must have proficient knowledge in the following areas:  

▪ Sound planning and organizational skills 
▪ Good human relations skills. 
▪ Professional telephone etiquette 
▪ Good oral and written communication skills 
▪ Ability to multi-task and work under pressure. 
▪ Ability to resolve service-related problems 
▪ Sound customer service skills 
▪ Proficiency with Computer Operating Systems (Microsoft Office Suite) 

 
JOB FUNCTIONS AND RESPONSIBILITIES  

 
Duties include but not be limited to:- 
 

▪ Ensuring that customers at the airport receive an adequate level of service  
▪ Directing airport users to requested areas 
▪ Assisting the elderly and physically challenged  
▪ Receiving customer concerns, questions and suggestions through the various modes of 

communication; acknowledging, resolving, recording and reporting on these as necessary 
in a timely manner 

▪ Conducting Customer Service surveys   
▪ Spot-checking facilities  
▪ Supporting in service areas such as the Taxi Services and the accommodation of conference 

meters and greeters at the airport’s facilities 
▪ Identifing measures and solutions for improving customer service delivery   
▪ Communicating and coordinating with colleagues as necessary 
▪ Providing feedback on the efficiency of the customer service process 
▪ Following communication procedures, guidelines, and policies 

 
Salary which is in grade 4 will be determined commensurate with qualification and experience. 
 
Interested persons should submit completed application and other relevant documents to:  
 

Director of People and Culture 
BVI Airports Authority 

P. O. Box 4416 
Road Town, Tortola 

British Virgin Islands, VG1110 
or 

Email:  humanresources@bviaa.com 
 

Deadline for submission: NOVEMBER 29, 2024. 
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The BVI Airports Authority Limited invites applications from suitably qualified persons for the position of 
OPERATIONS OFFICER, OPERATIONS DEPARTMENT. 
 
This position is responsible for enforcing established rules and regulations pertaining to operations, security 
and the use of a certified air carrier. 

 
EDUCATIONAL REQUIREMENT 
 

▪ Bachelor’s Degree in Aeronautical Studies or a related discipline 
 

▪ Minimum of three (3) years’ experience in the Aviation Industry 
 

KNOWLEDGE AND EXPERIENCE 
 
Applicants must have proficient knowledge in the following areas:  

▪ Ability to handle Airport Development Planning 
▪ Sound planning and organizational skills 
▪ Excellent oral and written communication skills 
▪ Ability to multi-task and work under pressure. 
▪ Ability to resolve service-related problems 
▪ Quality customer service skills 
▪ Proficiency with Computer Operating Systems (Microsoft Office Suite) 
▪ Valid BVI Driver’s License 

 
JOB FUNCTIONS AND RESPONSIBILITIES  

 
Duties include but not be limited to:- 
 

▪ Inspecting airport facilities for safety and security including runways, taxiways, ramp, 
perimeter, barrier and buildings. 
 

▪ Recording discrepancies and arranges for immediate corrective action when warranted. 
 

▪ Disseminating appropriate notices (NOTAMS) during hazardous conditions and may order 
all or a part of the Airport closed in the absence of Duty Manager. 
 

▪ Recording information relating to aircraft charter, air taxi and other commercial activities; 
along with recording airport statistical data. 
 

▪ Assisting and coordinating activities relating to special events such as fly-ins, airport tours 
and VIP visits. 
 

▪ Operating and using various equipment including motor vehicles, two-way radios, and 
runway friction testing devices. 
 

▪ Maintaining a daily log of significant events and actions taken during an assigned shift. 
 

▪ Assisting with the coordination of quality initiatives for operational improvements. 
 

▪ Assisting the Duty Manager on a day-to-day basis with all operational functions. 
 
Salary which is in grade 8 will be determined commensurate with qualification and experience. 
 
Interested persons should submit completed application and other relevant documents to:  
 

Director of People and Culture 
BVI Airports Authority 

P. O. Box 4416 
Road Town, Tortola 

British Virgin Islands, VG1110 
or 

Email:  humanresources@bviaa.com 
 

Deadline for submission: NOVEMBER 29, 2024. 
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