
Stockton Port District 
Job Description 

  
 

Job Title:  Maritime Accounts and Tariffs Manager 
Department:  Operations 
Reports to:   Director of Maritime Operations  
FLSA Status:  Exempt 
Classification:  B7 
Prepared Date:  August 30, 2018 
 
 
SUMMARY:  Under general direction of the Director of Maritime Operations and within the 
framework of Port policies, procedures and objectives, the Maritime Accounts and Tariffs 
Manager ensures pricing and service offerings meet customer needs and align with Port 
business requirements, provides optimal customer service through collaboration with internal 
stakeholders, and performs competitive analysis within the industry.  The Maritime Accounts 
and Tariffs Manager oversees and manages the maritime billing, rail billing and claims process, 
the maintenance of tariffs, and the work of assigned department staff to ensure a high level of 
accuracy and customer satisfaction.  This is an at-will position. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  The following dutes are performed either 
personally or through subordinate staff.  Other related duties may be assigned. 
  
Serves as the liaison and a main point of contact between potential maritime customers, 
existing maritime customers, and other external and internal stakeholders to provide optimal 
customer service. 
 
Receives inquiries from potential and/or existing customers regarding Port maritime services; 
identifies customer needs; initiates and coordinates collaborative meetings with stakeholders to 
create operational plan; interprets operational plan to develop appropriate rate proposal.  Then, 
under the direction of upper management, negotiates rate proposals with customers, while 
partnering and collaborating with stakeholders during the negotiation process; finalizes 
operational plan and rate proposal; communicates agreed upon rate structure and internal 
operational plan with staff. 
 
Performs functions of the customer account set-up and manages customer data maintenance in 
various systems, while ensuring optimal customer service and data integrity; serves as the 
subject matter expert of all technical aspects of the primary department database. 
 
Serves as the Port’s subject matter expert for the interpretation of tariffs for customers, tenants, 
and Port staff.  Updates, maintains, and publishes Port tariffs.  Develops proposed tariff 
revisions through research and analysis utilizing internal and external resources; reports 
findings and strategic recommendations for change to upper management, which align with 
strategic goals and objectives; publishes tariffs in compliance with California Association of Port 
Authorities (CAPA) and Federal Maritime Commission (FMC) requirements. 
 
In collaboration with stakeholders, analyzes existing maritime services to develop understanding 
of operational plans; documents pricing models to ensure pricing and service offerings meet 
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customer needs and align with the Port’s current business requirements; recommends rate or 
tariff adjustments for department management’s approval. 
 
Manages maritime billing process for use by Accounting Department to generate invoices; 
oversees the vessel billing document compilation process (may include: line slips, work orders, 
tonnage and commodity documentation,  rate contract administration, and bills of lading); 
reviews vessel billing and work orders prepared by subordinate staff for accuracy and 
completeness; submits final document to upper management for approval. 
 
Provides optimal customer service directly and through subordinate staff to customers by 
answering inquiries in a timely manner; resolves customer complaints in a timely manner with 
diplomacy and tact; collaborates with internal and external stakeholders to research customer 
inquiries and/or issues; ensures timely resolution to customer inquiries and issues; builds and 
fosters mutually beneficial relationships. 
 
Under the direction of the Marketing Manager, assists with marketing Port maritime facilities and 
services; may serve directly or through subordinate staff as a Port representative at industry 
associations, professional groups, trade conferences, events, and customer visits; represents 
the Port at tradeshows and participates in booth set-up and tear down, networking, meeting and 
greeting customers, answering potential customer inquiries, and providing potential customers 
with Port marketing information.  
 
In collaboration with stakeholders, oversees staff performing claims analysis to identify the root 
cause and to develop potential solutions to avoid the re-occurrence of claims; identifies process 
improvement recommendations; reports findings for review and obtains settlement authority for 
final resolution from upper management.  
 
Keeps abreast of regulatory and legislative proceedings that may affect the Port's maritime 
contracts and agreements; collaborates with management to perform impact analysis as 
needed. 
 
Schedules, assigns, supervises, and reviews the daily work of assigned personnel;  plans, 
organizes, directs, and evaluates the performance of assigned direct reports; prepares 
employee performance evaluations; establishes performance requirements and professional 
development goals in conjunction with upper management; regularly monitors performance and 
provides coaching for performance and development; recommends step increases in 
compliance with Port policy; deals with department employee relations issues and addresses 
performance deficiencies effectively and in a timely manner. 
  
Participates in the interview process for department recruitment; assists in selection of ideal 
candidates; identifies and develops training and development plans for department new hires. 
 
Provides leadership and promotes positive internal working relationships by cultivating trust and 
integrity, respect, accountability, and professionalism; provides leadership and works with staff 
to enhance a customer service-oriented work environment and to achieve department’s 
strategic goals, objectives, and service expectations. 
 
With other members of the management team, participates in the development of department’s 
strategic goals and objectives; collaborates with management team to develop and implement 
department business plans, budgets, processes, procedures, and policies required to achieve 
strategic initiatives and objectives. 
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SUPERVISORY RESPONSIBILITIES:  Directly manages the Accounts Supervisors, the 
Operations Clerks, and other positions as assigned.  Responsibilities include interviewing, 
hiring, and training; planning, assigning and directing work; appraising performance; rewarding 
and disciplining; addressing complaints and resolving problems.   
 
MINIMUM REQUIREMENTS:  To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily.  The requirements listed below are representative of 
the knowledge, skill and/or ability required.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential job functions. 
 

Education and/or Experience:  Equivalent to graduation from an accredited college or 
university with a Bachelor's degree in business administration, international business, logistics, 
economics, marketing, finance or a closely related field and at least four (4) years of 
progressively responsible professional experience involving operations, logistics, transportation, 
warehousing and distribution and/or supply chain management.  At least two (2) years of 
experience must have been at the supervisory and/or management level or above overseeing 
direct reports.  Experience within the maritime industry is preferred.  Experience in a public 
agency setting is desirable. 
 

Knowledge:   

 Principles practices and techniques of effective leadership to promote positive 
internal working relationships by cultivating trust and integrity, respect, 
accountability, and professionalism. 

 Principles and practices of strategic short and long-term business planning. 

 Principles, practices, and techniques involved in creating, maintaining, and 
fostering strong customer relationships. 

 Principles, practices, and techniques involved in providing optimal customer 
service, which includes resolving customer service issues and complaints in a 
timely and efficient manner, while complying with business requirements.. 

 Principles, practices, and techniques involved in effective collaboration and 
communication to build and foster a strong team environment. 

 General knowledge of rate structures, pricing methods, procedures, or 
equivalent. 

 Logistics, transportation, warehousing and distribution, and/or supply chain 
management. 

 Conflict resolution techniques and effective people management skills.  

 Customer relations, business management, data collection, interpretation, 
research and analysis. 

 Practices, methods, and tactics involved in the negotiation and preparation of 
contracts. 

 Research methods and analysis techniques. 

 Effective problem solving techniques. 

 Effective accounting and billing practices and procedures.  

 Principles and practices of effective personnel management and supervision. 

 Employment laws applicable to personnel management. 
Additional knowledge below is preferred: 

 Strategic sales, marketing and business development principles and practices. 

 General knowledge of maritime operations, port functions, and tariffs.  
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 Principles, practices and techniques involved in the promotion, marketing and 
operation of a large maritime trade facility. 

 Maritime related market trends, economic trade conditions, and global trade 
patterns. 

 Port of Stockton facilities, properties, and services. 
 

Skills and Abilities:  

 Must have the ability to become thoroughly knowledgeable about the Port of 
Stockton’s facilities and services within a reasonable period of time. 

 Must have the ability to become the subject matter expert for the interpretation of 
tariffs for customers, tenants, and Port staff in a reasonable period of time. 

 Serve as a liaison and a main point of contact for customers while building, 
maintaining, and fostering strong customer service relationships. 

 Provide positive leadership through clear direction and mentoring and work with 
assigned staff to create a high performance, customer service oriented, and 
professional culture and image for internal and external stakeholders.  

 Must be resourceful and creative in providing solutions to customer inquiries and 
concerns while safeguarding Port interests; be flexible and adapt to changing 
situations. 

 Establish and maintain diplomatic and effective consensus-building working 
relationships with Port staff, tenants, and customers using tact and 
professionalism. 

 Promote organizational effectiveness, continuous improvement, and 
development; serve as a change agent within the organization. 

 Foster cohesive working relationships by cultivating trust and integrity, respect, 
accountability, and professionalism. 

 Lead with humility, transparency, objectivity, confidence, and empathy. 

 Excellent verbal and written communication skills to describe, explain, negotiate, 
persuade, direct, and build consensus; articulate complex information and 
negotiate competitive pricing. 

 Successfully deal with a wide variety of personalities and situations requiring 
diplomacy, tact, and fairness. 

 Apply effective conflict management techniques and skills to resolve conflict and 
employee relations issues in a timely and efficient manner. 

 Effectively apply problem solving skills to identify issues and problems, evaluate 
alternatives, and develop appropriate solutions, and take decisive action to 
resolve disputes and issues. 

 Select, interview, train, and develop department new hires; schedule, assign, 
supervise and review the daily work of assigned personnel. 

 Identify and establish individual performance expectations objectives and goals 
for direct reports; regularly monitor employee performance; provide coaching and 
mentoring for performance improvement and development. 

 Recommend step increases and other rewards to recognize optimal employee 
performance; recommend disciplinary action to address performance deficiencies 
while partnering with Human Resources and management. 

 Participate and collaborate in department’s short and long term strategic 
business planning to meet the needs of the organization. 

 Use sound, independent judgement and take initiative in making decisions and 
recommendations within general policy guidelines.   
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 High level of proficiency in Microsoft Office suite, including spreadsheets and 
word processing. 

 Excellent analytical, mathematical, and critical thinking skills to make appropriate 
and profitable business decisions. 

 Research, analyze, interpret, and apply industry data (i.e. tariffs, marketing, 
logistics, etc.) and contracts, legal documents, various governing policies, laws, 
and regulations.   

 Oversee claims analysis; identify and develop process improvement 
recommendations. 

 Effectively multi-task, organize, and prioritize work and departmental tasks. 

 Prepare and administer a budget; above average attention to detail. 

 Develop and implement department business plans, processes, procedures, and 
policies. 

 Effectively manage accounts billing process and the creation and maintenance of 
customer accounts. 

 Draft clear, concise, and effective correspondence, proposals, agreements, 
reports and other written materials; safeguard confidential information. 

 Keep abreast of regulatory and legislative proceedings that may affect the Port’s 
maritime contracts and agreements. 

 Represent the Port effectively in negotiations and on a variety of issues. 

 Represent the Port at industry associations, professional groups, events, 
customer visits, trade shows, and networking opportunities. 

 Must have the ability to travel as needed.  

 Implement effective marketing and promotional programs under the direction of 
the Marketing Manager. 

 
Certificates, Licenses or Registrations:  Must pass a background investigation and be 

able to obtain and maintain a Transportation Worker Identification Credential (TWIC) card.  Must 
possess and maintain a valid California driver’s license and be insurable under the Port’s liability 
policy or provide other insurance acceptable to the Port.   
 

Disaster Servicer Worker:  All Port of Stockton employees are designated Disaster 
Service Workers (DSW) through state law (California Government Code Section 3100-3109).  
Employment with the Port requires affirmation of a loyalty oath to this effect.  Employees are 
required to complete all DSW-related training as assigned, and to report for duty, remain on 
duty and/or return to work as ordered in the event of an emergency. 
 
WORK ENVIRONMENT:  The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential job functions 
 
Work is primarily performed seated in a standard climate office with frequent use of 
personal computer and telephone.  Occasional to frequent work performed walking or 
standing indoors and outdoors (possibly in hot, cold or inclement weather) to observe Port 
operations, sometimes with Port clients.  Occasional to frequent travel by Port vehicle.  
Occasional travel by airplane.  May involve exerting up to twenty (20) pounds of force 
infrequently and a negligible amount of force frequently to lift, carry, push, pull, or 
otherwise move objects. May occasionally require working evenings or weekends. 

 


