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Good afternoon Directors,

Previously, the Board of Directors expressed support for hiring a position to provide
administrative coordination for PSP. The Board recognized the significant administrative
workload required to support PSP, including the coordination and management of projects,
policies, training requirements, calendars, and essential records necessary for the smooth
operation of the business. However, for various reasons, this position has not yet been filled.

Upon my appointment, I was tasked with assessing the role of this support position and
determining its responsibilities. Based on this assessment, I recommend classifying this role as
an Administrative Coordinator. This position will primarily focus on overseeing and
improving systems and processes, including policies and procedures, coordinating projects,
preparing reports and materials, maintaining records, and ensuring effective communication
between executives and other organizational stakeholders. This position also analyzes
information and identifies and communicates solutions to administrative problems.  Given the
nature of the work, this position requires a high level of discretion and the ability to manage
confidential and sensitive information.

With 60 approved pilots, 18 staff members, and an active Board of Directors, the need to
efficiently manage systems, schedules, meetings, materials, and records is substantial. As an
association regulated by the State of Washington, our operations demand the highest standards
of diligence and professionalism to ensure the safety of pilots, ships, and public resources.
Therefore, maintaining an organized and efficient business structure is essential.

In addition to the general administrative responsibilities outlined above, this position will also
assist with strategic initiative coordination, Board meeting management, rate case
coordination, personnel evaluation coordination, committee support, and collective bargaining
support.

I respectfully request that the Board reaffirm its support and approval of this position at the
upcoming Board meeting.

Thanks,

Scott

 
 

Scott Brewen | Executive Director
Puget Sound Pilots
2003 Western Ave. Suite 200 | Seattle, WA 98121
(206) 518-5495

mailto:sbrewen@pspilots.org
mailto:directors@pspilots.org
mailto:sbrewen@pspilots.org

PUGET SOUND PILOTS
Protectng Puget Sound Since 1935





 
 


