
S23680, page 1 
 

Nothing in this job description restricts management's right to assign or reassign duties and 

responsibilities to this job at any time. 

 

FUNCTIONAL DUTIES  Serves as the Deputy Vice President for Supplier Diversity in the 

Office of the Executive Vice President and Chief Revenue Officer, Metropolitan Washington 

Airports Authority (Airports Authority).  Leads and advocates for contracting opportunities for 

Local Disadvantaged Business Enterprises (LDBEs), Disadvantaged Business Enterprises 

(DBEs), Minority Business Enterprises (MBEs), Women Business Enterprises (WBEs), and 

Airport Concessions Disadvantaged Business Enterprises (ACDBEs)  in relation to the 

acquisition of goods and services by the Airports Authority.  Develops and manages the Airports 

Authority’s supplier diversity initiatives including, but not limited to, outreach, certification, and 

compliance.  Performs related functions. 

 

Through subordinate organization, staff and consultants, or personally, and in collaboration with 

other executives, managers, and key staff throughout the Airports Authority: 

 

Outreach  

 

--Identifies, explains, promotes, conducts, and monitors outreach to LDBEs, DBEs, MBEs, 

WBEs, and ACDBEs  regarding contracting opportunities for the acquisition of goods and 

services by the Airports Authority including Operations and Maintenance (O&M) contracts, 

design and construction contracts, and major contracts for the Airports Authority’s Capital 

Construction Program (CCP).    

 

--Oversees the continuation of the Airports Authority’s ‘Outreach Program,’ to LDBEs, DBEs, 

MBEs, WBEs, and ACDBEs.  Attends minority program meetings, procurement fairs, and other 

outreach activities to provide information on the Airports Authority's contracting programs.  

Oversees the Airports Authority’s “Opportunity Alert’ notifications to LDBEs, DBEs, MBEs, 

and WBEs regarding contracting opportunities in their identified industries. 

 

--Works on business opportunities and items to eliminate barriers/requirements that hinder the 

participation of LDBEs and DBEs in doing business with the Airports Authority.   Assists 

potential LDBE, DBE, MBE, and WBE contractors in understanding the available business 

opportunities and, as needed, explains matters such as bonding and insurance clauses which 

impact their financial ability to participate in Airports Authority contracts.  Schedules business 

seminars for LDBE, DBE, MBE, and WBE organizations in collaboration with bonding, 

insurance, and finance experts to assist in increasing the LDBEs’, DBEs’, MBEs’, and WBEs’ 

business participation with the Airports Authority.    

 

--Attends procurement pre-solicitation meetings to explain LDBE and DBE participation 

requirements to potential offerors and answer questions; prepares written responses to questions 

relating to the LDBE and DBE participation for the formal meeting record.  Assists potential 

offerors by explaining how to comply with LDBE and DBE contracting requirements (e.g., 

assists primary contractors in locating LDBE, DBE, MBE, and WBE firms) and ensures that 

apparent successful offerors comply with LDBE and DBE requirements in contracts prior to 
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awards (e.g., that the subcontractors are certified LDBEs and DBEs and have submitted 

documentation for agreed to work and price).   

 

--Serve as liaison between various stakeholders including DBEs’ and LDBEs’ potential offerors 

and the Airports Authority regarding Airports Authority business opportunities. 

 

--Reviews procurement contracts’ statement of work (SOW) and determines set-asides and 

percentage goals for LDBE and DBE participation.  Provides technical assistance to requesting 

Contracting Officer’s Technical Representative (COTR) regarding LDBE and DBE 

requirements.  

 

--Develops metrics for measuring the effectiveness of outreach programs and strategies.  

Develops the Airports Authority’s annual DBE goal for Federally-assisted contracts that is 

reported to the Federal Aviation Administration (FAA) and the Airports Authority’s projected 

DBE concession goals for submission to FAA.  Maintains and reports annual DBE achievement 

in both Federally-assisted contracts and airport concessions contracts to the FAA.  Uses metrics 

to measure Department performance to goals. 

 

--Advises Airports Authority managers and other stakeholders on programs serving LDBEs, 

DBEs and the promotion of MBE and WBE participation.  

 

Certification  

 

--Serves as liaison between LDBEs, DBEs, MBEs, WBEs, and ACDBEs and the Airports 

Authority regarding facilitation/assistance in applying for Federal and state DBE certification 

and Airports Authority LDBE certification.   

 

--Oversees the review of certification applications and the determination of Airports Authority 

LDBE certification and the Federal DBE and ACDBE certification under US Department of 

Transportation (USDOT) regulations for 49 CFR, Parts 23 and 26, and 13 CFR, Part 121.  

Oversees certification processing: coordinates, advises, and monitors work of staff responsible 

for intake, processing, preliminary review, and certification/recertification of applications for 

LDBE and DBE certification and the maintenance of certification files.  Assigns North American 

Industry Classification System (NAICS) classification. Approves LDBE, DBE, MBE, and WBE 

certification/recertification letters or denial certification decision letters. 

 

--Coordinates Airports Authority’s Unified Certification Program (UCP) as one of the two DBE 

certifying agencies in Virginia with that of the Virginia Department of Small Business and 

Supplier Diversity (SBSD) for rail, airport, and seaport projects, as well as public transit projects 

funded by the USDOT and other Federal sectors under US Federal Regulations in 49 CFR Parts 

26 and 23.   Ensures the maintenance of a mutual link between the Airports Authority’s DBE 

website and the Virginia SBSD DBE website in order to provide DBE applicants with seamless 

and user-friendly access and ensure ongoing compliance with Federal DBE regulations.  

Maintains certification review function; works with USDOT, Virginia SBSD, and Virginia 

Department of Transportation (VDOT) in determining the structure and operation of DBE 

certifying agency functions.  
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--Supervises the identification, numerical goal setting, promotion, monitoring, and reporting of 

business opportunities for LDBEs and DBEs in Airports Authority purchases and contracts 

including concession contracts and highly-visible, multi-million dollar Capital Construction 

Program (CCP) design and construction contracts, and the certification of eligible firms.  Works 

with Contracting Officer’s Technical Representatives (COTRs) and the Contracting Officer (CO) 

in determining and designating the appropriate set-asides and percentage goals for LDBE and 

DBE participation in contracts. 

 

Compliance  

 

--Collaborates with various Airports Authority Offices and Departments regarding LDBE and 

DBE compliance reviews/reports and LDBE and DBE control and compliance activities to help 

ensure the Airports Authority complies with legal/programmatic requirements.  

 

--Oversees the review of the apparent successful offeror's compliance with LDBE and DBE 

requirements prior to award, and conducts pre-award and post-award compliance reviews to 

ensure compliance with established LDBE and DBE requirements.   

 

--Tracks expenditures relating to LDBEs and DBEs and determines whether the LDBEs and/or 

DBEs named on the project are performing the agreed to work and at the agreed to price.  

Reviews subcontract and subcontractor deliverables to ensure work was actually performed by 

the LDBEs and/or DBEs.  Also monitors expenditures relating to MBE and WBEs.   

 

--Supervises requirements for DBEs, LDBEs, MBEs, and/or WBEs and ensures contractors’ 

compliance. Conducts on-site visits to contractor facilities, including construction sites, to 

ensure/monitor contract compliance. 

 

--Ensures economic affirmative action in the Capital Construction Program (CCP) by serving as 

Contracting Officer’s Technical Representative (COTR) for Parsons Managements Consultants’ 

(PMC) Task Directive for LDBE, DBE, MBE, and WBE support. Plans and develops PMC task 

deliverables; reviews items against deliverables.  Assists in the selection of subcontractor and 

subcontractor staff hires. Assigns and reviews subcontractor work. Oversees designated members 

of the subcontractor’s professional and clerical staff as necessary. 

 

Other 

 

--Ensures continuous review and improvement of the Airports Authority’s business plans and 

operations regarding LDBE, DBE, MBE, WBE, and ACDBE utilization and related programs, 

including organizational readiness for, and exercise of, operational agility and flexibility 

regarding supplier diversity. 

 

--Develops procedures and standards for the Airports Authority’s LDBE, DBE, MBE, WBE, and 

ACDBE programs.  Oversees the coordination and implementation of a technological solution to 

data receipt, input, and dissemination regarding LDBE, DBE, MBE, WBE, and ACDBE efforts.  

Develops metrics for measuring the effectiveness of outreach efforts, programs, and strategies.  
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Develops and manages Department data banks (statistical analysis of utilization and listings of 

eligible LDBEs, DBEs, MBEs, WBEs by industry) to support Airports Authority supplier 

diversity programs. 

 

--Provides support to LDBEs, DBEs, MBEs, and WBEs in a contactor or subcontractor role 

including the facilitation of prompt payments from prime contractors or the Airports Authority. 

 

--Prepares or reviews written materials, including correspondence and instructions, non-routine 

technical issues, one-time business justifications, etc.   Prepares and presents formal briefings 

and presentations to the Airports Authority's Board of Directors (Board) and Board Committees 

(such as the Operations Committee and Business Administration Committee regarding the 

Contract Awards Report on LDBE, DBE, MBE, WBE, and ACDBE participation and staff 

papers), Airports Authority's senior executive staff, such Federal departments/agencies as the 

USDOT and the FAA, airport industry groups, aviation industry groups, etc., regarding the 

Airports Authority's Supplier Diversity program. 

 

--Serves as the Airports Authority’s DBE Liaison Officer to the FAA.  Represents Airports 

Authority at hearings and meetings.  Provides briefings and serves as a panelist or speaker at 

conferences and meetings, as required.  Represents the Department and the Airports Authority, 

as applicable, on special committees or work groups. 

 

--Stays abreast of, and reviews information relative to, LDBE, DBE, MBE, WBE, and ACDBE 

certification, Federal and state LDBE, DBE initiatives,  LDBE, DBE, contracting (as sub- and 

prime-contractor), and MBE and WBE contracting to help ensure the Airports Authority is 

maximizing its use of LDBEs and DBEs. 

 

--Fosters high standards of ethics and integrity, sense of responsibility and commitment to public 

service in the functional team. 

--Communicates and interacts effectively with internal and external business contacts including, 

but not limited to, other members of the unit/team, other Airports Authority employees (such as 

officials, executives, managers, supervisors, professionals, and support staff), external auditors, 

consultants, Federal regulators, offerors, vendors, suppliers, tenants, and the general public to 

exchange routine and non-routine information about assigned functions, to make formal 

presentations, to collaborate and coordinate fully, and to perform other functions. 

 

--Uses a computer and (a) modern office suite software (such as MS Office) to communicate 

(email), plan, schedule, word process, prepare presentations and graphics, manipulate data 

(spreadsheets and databases), and perform or conduct research (includes Internet use to search 

for offerors); (b) enterprise system/software for budgeting, time and attendance reporting, and 

other functions; and (c) special systems/software used in the Department for certifying and 

ensuring compliance by LDBEs and DBEs. 

 

--Operates a motor vehicle on (primarily landside, but also airside) and off Airport complexes to 

attend meetings, make site visits, and perform related functions. 

 

--*Performs other duties as assigned or as determined on own initiative.*  
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MANAGERIAL AND SUPERVISORY DUTIES   In the context of assigned functions and 

operations, provides: 

 

Organizational Planning Establishes goals. Develops program plans and milestones. Assigns 

priorities. Develops policies and procedures. Projects budget requirements and allocates 

available resources. 

 

Program Direction Communicates organizational goals. Keeps employees and other managers 

informed. Develops and establishes review and control systems to assist in achieving goals and 

results. Reviews costs, manages fiscal resources and maintains control over assigned Airports 

Authority resources and assets. 

 

Human Resource Management Selects, assigns and develops employees. Delegates and assigns 

work. Evaluates employee performance and administers human resource management programs 

established by the Airports Authority. Ensures the application of Equal Employment Opportunity 

(EEO) principles and adheres to EEO requirements. 

 

Program Evaluation Reviews program quality and progress toward achieving goals and program 

results on a periodic basis. Takes corrective actions to maintain work progress on schedule, 

improve employee performance or modify program goals or operations, as appropriate. 

 

Critical features of this job are described under the headings below. They may be subject to 

change through reasonable accommodation or otherwise. 

 

MINIMUM QUALIFICATIONS (MQs) 

 

To be rated qualified for this job, an applicant must meet all of the MQs listed below at the time 

of vacancy announcement closure. 

 

1. A bachelor's degree in any field providing a strong foundation for successful performance of 

the DUTIES in this job description, or an equivalent combination of education, experience 

and training totaling four years. 

 

2. Nine years of progressively responsible experience in equal opportunity that includes 

substantive work in most of the DUTIES in this job description, including: (a) conceiving, 

planning, and organizing work and deploying and managing resources (human and financial) 

for supplier diversity programs or activities of major scope and complexity such as 

Disadvantaged Business Enterprise (DBE) programs; (b) identifying, explaining, promoting, 

and monitoring contracting opportunities for Local Disadvantaged Business Enterprises 

(LDBEs) and DBEs; (c) determining set-asides and percentage goals for LDBE and DBE 

contracts, and (d) determining compliance with LDBE and DBE requirements prior to award 

and during the contract period. 

 

Education and training beyond what is needed to satisfy MQ 1 above may be substituted for 

up to two years of these nine years of experience.  For example, a master’s degree in any 
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field providing a strong foundation for performance of the DUTIES in this job description 

may be substituted for two years of these nine years of experience. 

 

3. Education, experience or training indicating the ability to perform successfully as a first 

level supervisor such as the ability to plan/assign/review work, deploy personnel, monitor 

work operations, obtain effective results and perform a full array of supervisory personnel 

functions. 

 

PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but they are not required to be rated qualified for this job. 

 

1. A Master of Business Administration Degree or a Master's Degree in Management, Finance, 

Economics, Accounting or another field providing a strong foundation for successful 

performance of the DUTIES in this job description. 

 

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER FACTORS (KSAOs) 

 

The following KSAOs are required for successful performance of this job and are a basis for 

rating and ranking applicants who are found to meet the MQs. Local, Federal, airport industry 

or Airports Authority specific bodies of knowledge listed below may be acquired on the job, 

typically; ability to rapidly acquire them is required at the time of vacancy announcement 

closure. 

 

1. Knowledge of Airports Authority management functions, policies and procedures, including 

EEO principles and requirements, and knowledge of supervisory principles, altogether to 

manage the operations and programs of the unit/team and to perform supervisory functions. 

 

2. Knowledge of Federal regulations such as 49 CFR, Parts 23 and 26, and 13 CFR, Part 121, 

concerning Disadvantaged Business Enterprises (DBEs); knowledge of Airports Authority 

policies and procedures and Department guidelines regarding DBEs; knowledge of Airports 

Authority contracting policies, procedures, and opportunities, altogether to identify, explain, 

conduct outreaches, and promote contracting opportunities for Local Disadvantaged Business 

Enterprises (LDBEs), Disadvantaged Business Enterprises (DBEs), Minority Business 

Enterprises (MBEs), Women Business Enterprises (WBEs), and Airport Concessions 

Disadvantaged Business Enterprises (ACDBEs). 

 

3. Knowledge of Airports Authority policies, procedures, and guidelines for small and 

disadvantaged  business inclusion programs such as MBE and WBE programs; knowledge 

Federal regulation 49 CFR, Parts 23 and 26, and 13 CFR, Part 121, concerning the DBEs; and 

knowledge of the problems and issues faced by disadvantaged/minority/women business 

enterprises, altogether to perform DBE reviews, monitor and conduct compliance, and 

recommend policies, procedures and solutions to issues relating to DBE and LDBE contract 

compliance. 
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4. Knowledge of the goods, services, and construction work that DBEs and LDBEs typically 

provide or for which they subcontract; knowledge of industry requirements and practices 

(such as bonding, insuring, and licensing); knowledge of the North American Industry 

Classification System (NAICS); knowledge of common occupations and industries with 

description of work or products, altogether to assign NAICS Codes, determine the potential 

availability of qualified firms and the percentage of contracts to be set aside for DBE and 

LDBE, and to conduct outreach efforts aimed at specific industries related to proposed 

procurements. 

 

5. Skill in problem solving to select, organize and logically process relevant information (verbal, 

numerical or abstract) to solve a problem. This includes skill in recognizing subtle aspects of 

problems, identifying relevant information, making balanced recommendations and decisions, 

and exercising mature judgement.  Examples include recommending innovative alternatives 

for prime contractors to comply successfully with LDBE and DBE requirements and goals, 

encouraging greater MBE and WBE participation in Airports Authority procurements, and 

assisting DBEs in becoming certified.  

 

6. Skill in written communication to understand written information (including facts, assertions 

and arguments), draw inferences, form hypotheses and develop logical arguments, and to 

express such information in writing so that others will understand and, at times, be convinced or 

persuaded. This includes skill in reviewing the written work of others (such as subordinates 

and consultants).  Examples include resolving discrepancies in reports, overseeing the 

development and documentation of policies and procedures, and preparing or reviewing 

memoranda/letters and Board presentations. 

 

7. Skill in oral communication to understand verbal information (including facts, assertions and 

arguments) and to express such information verbally so that others will understand and, at 

times, be convinced or persuaded. This includes skill in encouraging effective oral 

communication by others, such as subordinate professional staff (concerning technical issues 

such as LDBE, DBE, MBE, WBE, and ACDBE certification and compliance) and business 

contacts (concerning technical questions about contracts), and in making formal 

presentations to groups with diverse backgrounds and perspectives including Board 

presentations.   

 

8. Interpersonal skills to interact effectively with business contacts in a businesslike, customer 

service-oriented manner. 

 

9. Commitment to ethics and integrity in public service to ensure ethical and transparent team 

operations, set the example for integrity within the areas of functional responsibility and 

perform related functions. 

 

10. Skill in using a computer and (a) modern office suite software (such as MS Office) to 

communicate (email), plan, schedule, word process, prepare presentations and graphics, 

manipulate data (spreadsheets and databases), develop reports, and perform or conduct  

research (includes Internet use to search for offerors); (b) enterprise system/software for 

budgeting, time and attendance reporting, and other functions; and (c) special 
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systems/software used in the Department for certifying and ensuring compliance by LDBEs 

and DBEs. 

 

RESPONSIBILITY  Is responsible for management of the Supplier Diversity Program of the 

Airports Authority with the full range of strategic planning and internal controls and external 

compliance responsibilities, for diversity supply at the Airports Authority.  Work has significant 

impact on the success of the Airports Authority in its facilitation of outreach and compliance to 

programs that serve LDBEs, DBEs, MBEs, and WBEs. 

 

This position reports to the Executive Vice President/Chief Revenue Officer (Supervisor). Most 

work flows to the incumbent as a result of assigned functions and processes. Other work 

typically results from changes in the internal and external business environments such as 

regulations/standards which require proactive or reactive responses to identify issues, solve 

problems, make recommendations, take action, etc. The Supervisor provides broad objectives 

and policy guidance for recurring assignments and, in consultation with the incumbent, brief 

instructions and time frames for special projects. Most work is accomplished independently. The 

incumbent collaborates with and keeps the Supervisor informed and typically elevates only 

highly complex or highly sensitive issues for assistance in resolution; exceptional initiative is 

expected. Work is typically reviewed in terms of quantity, quality, timeliness, customer service, 

teamwork, adherence to guidelines, and other factors, including specific performance 

management requirements. Special projects are usually reviewed at milestones for effectiveness 

of project management and, once implemented, for overall impact.  

 

Guidelines include Federal laws, regulations, and guidelines (including USDOT regulations for 

49 CFR, Parts 23 and 26, and 13 CFR, Part 121); NAICS classifications; Airports Authority and 

Department procedures and policies; the SOW in procurement requests and contracts; and 

Virginia SBSD DBE data base of DBE eligible firms by industry.  Incumbent uses judgment in 

analyzing submitted documents in determining NAICS classification and certifying DBEs, 

analyzing the compliance with established LDBE and DBE requirements, resolving LDBE and 

DBE compliance issues, and in determining LDBE and DBE goals set-asides and goals and 

initiative in proposing new business initiatives increase  contracting opportunities for LDBEs, 

DBEs, MBEs, WBEs, and ACDBEs  at the Airports Authority. 

 

EFFORT The work is primarily sedentary and typically requires light physical effort as in 

opening/closing file drawers, lifting and carrying files/building plans, etc. Incumbent may sit for 

extended periods while performing desk work; moves about to obtain or distribute work 

materials, meet with people, etc. Regularly uses a computer to develop reports, analyze proposals 

and perform other tasks; operates other office equipment. Frequently exchanges information by 

telephone. Regularly reviews contracts and regulations containing small print.  Presents 

effectively (articulation, tone, volume, intonation, wording, clarity and the like) in formal 

presentations.  In driving, operates vehicle using judgment in consideration of weather, traffic 

and other factors. 

 

Works primarily in an adequately lighted, ventilated and temperature controlled office and 

conference rooms. May experience some job pressure from tight deadlines, changing priorities or 

interpersonal conflicts with DBEs wanting to be certified. May be exposed to some adverse 
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weather conditions and dust/grease/dirt when visiting field work sites; wears hard hat and other 

personal protective equipment/clothing, as needed, at a work site. 

 

OTHER SIGNIFICANT JOB ASPECTS  None 

 


