
         MARINA MANAGER  
                           PORT OF EDMONDS  
                                                                                                                                            

LOCATION 
Edmonds, Washington, population 43,000, is the third 
most populous city in Snohomish County.  Located 15 
miles north of Seattle, Edmonds offers visitors a seaside 
ambiance and residents an appealing, small-town quality 
of life. Established as a logging camp over 100 years ago, 
Edmonds is now home to a marina and fishing pier, a 
senior center, and numerous beaches, parks, shops and 
restaurants. Other amenities include a well-respected 
school district, comprehensive healthcare through a 
regional hospital and associated services, churches, and a 
growing community college. 
 
Edmonds is known regionally as an active arts community. Year-round festivals and events showcase the 
community’s sense of pride and involvement. 
 
ABOUT THE PORT 
The Port of Edmonds boat marina was originally constructed in 1962 and provides the only public boating access 
in the highly populated 30-mile stretch between Seattle's Shilshole Bay and the Port of Everett. In 1998 the marina 
was reconstructed after suffering catastrophic damage from a snowstorm.  The marina provides covered and 
uncovered wet moorage for up to 665 boats, up to 74 feet.  The Port has operated a dry stack storage facility since 
1996 and our current facility, built in 2001, has the capacity to store up to 280 boats, up to 32 feet.  In 2006 the 
Port of Edmonds acquired the buildings in the Harbor Square business complex, and we provide commercial office 
space for many local businesses.  The Port is governed by a five-member board of Commissioners. The 
Commissioners are elected by the voters of the Port District for four-year terms.  
 
Many recreational boaters have chosen the Port of Edmonds as their homeport for moorage and dry storage 
because of the added value they receive from our quality facilities and convenient location.  The Port employs 
people with expertise in a wide variety of service and support jobs.  

 
It is the mission of the Port of Edmonds to: 

-  Operate the Port on behalf of the residents of the Port District. 

-  Be a responsible financial steward. 

-  Be a responsible environmental steward. 

-  Provide and/or foster quality services and facilities for tenants and the boating community. 

-  Play a leadership role in ensuring that the waterfront is a vibrant, active centerpiece for the Edmonds and 
    Woodway communities. 

-  Provide opportunities in economic development areas for which the Port is appropriately qualified. 

-  Communicate openly, frequently, and consistently with the Port District residents and tenants.  

 
JOB OVERVIEW 
Provide overall day to day management of the Marina Operations with the goal of delivering excellent customer 

service.  Provide leadership, coaching, development and training to Marina Operations and Security staff.  Develop 

business and financial plans and recommendations that assist the Executive Director in establishing goals and 

objectives for moorage, Travelift, boatyard, fuel dock, public launch, dry storage, and security consistent with Port 

Commission policies. 



ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Responsible for management of daily operations. 
• Develop and implement the annual goals and objectives of the Marina Operations Department with 

guidance from the Executive Director. 
• Set appropriate operational hours and provide sufficient staff coverage.  Establish appropriate 

schedules, assignment of work, staffing levels, and adequate coverage to accommodate peak and non-
peak activity levels 

• Recruit, interview, select and hire permanent full-time, part-time, and seasonal employees. 
• Provide leadership, supervision, coaching, training, development and guidance to Marina Operations 

and Security full, part-time and seasonal staff ensuring they are proficient in performing all Marina 
Operations activities. 

• Ensure that all staff are equipped and fully trained to deliver high standards of customer service for 
the tenants and guests of the Port. 

• Implement marketing opportunities including identifying and participating in target market Boat 
Shows, ensuring successful delivery of Destination Port of Edmonds program, generating marine 
related activities that provide promotional and community benefit.  

• Oversee staff implementation of Port policies and regulations.  Review procedures, policies and 
processes on a regular basis and develop and implement improvements. 

• Keep abreast of industry and market trends, rates, and operational approaches. Regularly analyze 
information and develop policy and procedure recommendations that will assist the Port of Edmonds 
in sustaining a high-quality public facility. 

• Manage the fuel dock operations and pay at the pump program.  Monitor usage, activate and de-
activate customer cards, ensure clean and safe operation of the facilities, appropriate inspection of 
dispensers, underground fuel storage tanks/lines and accurate reporting to State and local 
jurisdictions. 

• Ensure the Port of Edmonds is an environmental steward through; oversight and management of 
existing environmental programs, compliance with existing environmental regulations, and 
development and implementation of new programs that will continue to promote and enhance the 
Port’s role as an environmental leader.   

• Work with the Facilities Maintenance Manager and Port Operations Supervisor to coordinate major 
maintenance projects and availability of Marina Operations staff for completion of minor maintenance 
repairs.     

• Responsible for purchasing materials, supplies and equipment, to meet operational needs, up to 
$2,000.00. 

• Responsible for coordination, compilation, and presentation of quarterly reports. 
• Update financial plans for moorage (permanent and guest), dry storage, fuel dock, boatyard and 

environmental, and public launch programs on an annual basis. 
• Produce annual performance reviews and evaluations for direct reporting staff for the purpose of 

establishing work performance expectations, creating goals for the following year and communicating 
progress to individual staff. 

• Implement performance improvement programs and carry out disciplinary action of staff as needed 
with Executive Director Approval. 

• Develop and give presentations at Port Commission meetings and retreats, and various boating and 
marina industry group meetings. 

• Coordinate Tenant Information Workshops on various topics of interest. 
• Participate in industry groups such as Northwest Marine Trade Association’s Marina Committee and 

Boatyard Committee and Washington Public Ports Association. 
• Participate in event organization and planning. 
• Represent the Port within the community as directed by the Executive Director. 
• Perform other related tasks and responsibilities as directed by the Executive Director.  
 
 



EXPERIENCE, KNOWLEDGE, SKILLS, ABILITIES 
• Four years minimum of supervisory and/or management experience including at least two years 

in marina operations. 
• Four years of experience with excellent customer service techniques and in dealing with customer 

conflict resolution. 
• Experience in the process of spill recovery; spill reporting procedures and hazardous waste 

disposal. 
• Two years of experience in retail sales operations and experience in handling funds. 
• Experience in development and execution of marketing plans. 
• Experience in managing, leading, and supervising staff on multiple shifts. 
• Ability to coach, train and develop people in order to build their skills. 
• Experience working in high volume, fast paced customer service environments. 
• Knowledge of safety and environmental regulations, procedures and Washington State 

administrative codes as they apply to ports and marinas. 
• Knowledge of marina industry standards. 
• Excellent public relations skills. 
• Excellent written and oral communication skills. 
• General knowledge of business functions, finance, operations, marketing, accounting, purchasing, 

payroll, human resources, public relations, and planning. 
• Ability to oversee cash reconciliation and point of sale activities. 
• Ability to develop and execute a marina marketing plan. 
• Knowledge of public processes. 
• Proficient computer and keyboard skills including Windows, Word, Excel, Power Point, and Point 

of Sale programs. 
• Ability to create, lead and motivate teams.  
• Strong project and program management skills. 
• Ability to perform multiple priorities and meet deadlines. 
• Ability to resolve employee and customer conflicts. 

 
EDUCATION, TRAINING, AND CERTIFICATIONS 

• Minimum of two years of college with an AA or BA degree in Marina Operations, Public or 
Business administration, Environmental studies or related field. 

• Valid Driver’s License 
• CPR / First Aid certified or ability to be certified within 12 months 
• Hazardous Waste Handling Certification or ability to be certified within 12 months 

 
EMPLOYEE BENEFITS 
The Port of Edmonds offers a competitive and comprehensive benefits package which includes: 

• Salary $122,500- $141,250 DOE 

• Paid medical, dental, vision, and prescription insurance for employee and dependents 

• Life insurance  

• Long term disability insurance 

• State retirement benefits 

• Flexible benefits plan 

• Deferred compensation plans 

• Health and wellness benefit 

• Vacation and sick leave 

• Paid holidays 

• Holiday pay 

• Training and education reimbursement plans 

 



HOW TO APPLY 
To apply for this position please submit the following: 

• Cover Letter 
• Resume 
• Completed Port of Edmonds application form, found at 

portofedmonds.org/business/employment 
 
 
Position closes May 1, 2020 4:30pm 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

SUBMIT TO:  
Port of Edmonds 
336 Admiral Way 

Edmonds, WA 98020 

 

 

FAX: 

425-774-7837 
 

EMAIL: 

info@portofedmonds.org 

http://www.portofedmonds.org/

