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

responsibilities to this job at any time. 

 

DUTIES Serves as Equal Business Opportunity Technician in the Equal Opportunity Programs 

Department (Department), Office of Business Administration, Metropolitan Washington Airports 

Authority (Airports Authority).  Helps coordinates development/refinement of, and uses, the 

Department’s databases pertaining to the Airports Authority’s equal business opportunity and 

business diversity activities.  Provides accurate and timely information for use within the 

Department, by Airports Authority executives, by the Board of Directors, and others.  May assist 

in developing equal employment opportunity analyses and affirmative action plans to support the 

Airports Authority’s equal employment opportunity and diversity policies.  Performs related 

functions. 

 

--Enters data, amends text and business rules within the systems, and ensures security of the 

Department’s systems securing support from the Airports Authority’s information technology 

(IT) consultants, as necessary.  Ensures consistency of Equal Opportunity Program (EOP) 

Department’s databases by reviewing source documents and, as needed, case files with 

Contracting Officers, EOP Compliance and Certification Specialists, and other Airports 

Authority personnel, as appropriate.  Resolves inconsistencies by reference to baseline Airports 

Authority business and EOP program rules and precedents alone or in conjunction with subject 

matter experts (SMEs). Trains EOP staff and consultants in the use of the various systems and 

the need for submitting accurate data.  Implements internal quality control measures to ensure 

data reporting is accurate. 

 

--Enters Local Disadvantaged Business Enterprises (LDBEs), Disadvantaged Business 

Enterprises (DBEs), Minority Business Enterprise (MBE), and  Women’s Business Enterprise 

(WBE) participation and related contracts activity data, including prime contractor and 

subcontractor contract amount allocations, jurisdiction, and other data, on a daily basis to the 

Department’s Excel data base and the Oracle e-Business Suite (EBS) to prepare monthly reports 

for review by the EOP Manager and for distribution to the Airports Authority’s executive office 

and the Board of Directors’ office regarding Airports Authority LDBE, DBE, MBE, and WBE 

program achievements.  Interprets data and interfaces with EOP Specialists and IT consultants to 

maintain data accuracy. Designs reports and graphical presentations of high-profile equal 

opportunity/ diversity data for the Board of Directors.  

 

--Designs and generates a variety of statistical and other descriptive reports for review by the 

EOP Manager and for distribution to the executive staff, the Board of Directors, and external 

agencies/organizations such as the semi-annual and annual DBE/ACDBE achievement/activity 

reports for the US Department of Transportation (DOT).   Reviews and interprets data and 

resolves inconsistencies in data.  Develops or refines reports consistent with reporting 

requirements and formats  

 

--Monitors EOP programs and data sources to help ensure the Airports Authority contracting 

programs support equal opportunity programs and diversity; reviews data for accuracy and 

compliance with EOP program requirements.  Generates activity reports as requested. 
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 Airports Authority posted solicitations, plan holder lists, contract documents, business 

diversity commitments (Exhibits D and E), payment documents (Exhibit J).   

 

 DBE/LDBE certifications and DBE/LDBE contracts. 

 

--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), vendors, suppliers, 

contractors, and the general public. 

 

--Uses a computer for various applications (email and communications, word processing, data 

entry, compiling information for reports, spreadsheets, graphics, planning, scheduling, 

presentations, etc.), as well as specialized software/systems (e.g., Excel spreadsheets and EBS) 

used in the EOP. 

 

--May operate a motor vehicle on and off the airport complex, to attend meetings, and perform 

related functions. 

 

--*Performs other duties as assigned.* 

 

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 high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training. 

 

2. Five years of progressively responsible experience (post high school) in creating and 

generating reports and manipulating data in Excel, Access or other software to provide 

accurate, user-friendly business information.  Such experience typically involves (a) 

sourcing data from various documents (such as, but not limited to, procurement 

proposals, contracts, reports and employment applications), (b) creating data sets and 

manipulating data, (c) reviewing and quality assuring data, (d) combining data from 

various sources to create new reports, (e) analyzing and interpreting data to answer 

issues/questions, and (f) creating presentations in various formats (such as Word, Excel, 

PowerPoint).  
 

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

up to one of these two years of experience (MQ 2) on a week-to-week basis provided the 

education and training provide evidence of the knowledge, skills and abilities required by 

items 2(a) through 2(f). 
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PREFERRED QUALIFICATIONS 

 

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

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

 

1. Knowledge  of Local Disadvantaged Business Enterprise (LDBE), Federal Disadvantaged 

Business Enterprise (DBE), Minority Business Enterprise (MBE), and Women’s Business 

Enterprise (WBE) programs. 

  

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 the Airports Authority’s contracting programs, and business diversity policies 

and procedures, including the Authority’s Local Disadvantaged Business Enterprise (LDBE) 

and Federal Disadvantaged Business Enterprise (DBE) pre-award and post-award procedures 

and standard operating procedures, to produce accurate data and reports on the Authority’s 

LDBE, DBE, MBE, and WBE program achievements for the Board of Directors, and others. 

 

2. Skill in using a computer and modern office suite software to maintain records, develop 

reports and perform other functions, with primary emphasis on the following applications: 

communication, planning and scheduling (such as Outlook), word processing (such as 

Word), data bases and spreadsheets (such as Excel and Access), presentations (such as 

PowerPoint), and in using EOP software applications in Oracle to produce routine and 

special reports,  to maintain the various Departmental databases, and to generate and transmit 

final reports. 

 

3. Skill in problem solving to identify, select, organize and logically process relevant information 

(verbal, numerical or abstract) to solve a problem.  Examples include reviewing data and 

resolving/correcting inconsistencies or data entry mistakes, combining data from several 

sources to create reports, and analyzing and interpreting facts to report business diversity 

information and equal employment information. 

 

4. Skill in written communication and ability to understand written information (instructions, 

descriptions and ideas), and to express such information in writing so that others will 

understand.  This includes skill in the review of the written work of others (such as, 

analyzing the entries by EOP staff) and reviewing contracts and other documents for 

indicators that should be entered in the various databases. 

 

5. Skill in oral communication to understand verbal information (instructions, descriptions and 

ideas), and to express such information verbally so that others will understand.  Examples 

include explaining correct data entry procedures to others, understanding verbal instructions 
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to create reports desired by others, and to understanding the nature of allegations of 

discrimination when they are made verbally so as to effectively follow up with management. 

 

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

customer service-oriented manner.  

 

RESPONSIBILITY  Is responsible for using and helping refine the Department’s databases 

pertaining to the Airports Authority’s business diversity activities to provide timely and accurate 

reporting, to provide EOP program analyses, to track progress, and to assist the Department in 

providing prompt customer service to consumers of Airports Authority EOP data.  The work 

helps substantiate the Airports Authority’s EOP efforts, helps specialists track trends and identify 

problems/progress, etc. 

    

Reports to the Manager, Equal Opportunity Programs (Supervisor).   The Supervisor provides 

general information on the work to be performed.  The incumbent organizes recurring work to 

meet established deadlines and according to established procedures and other guidelines.  On 

new work or special projects, the Supervisor provides instructions, indicating overall objectives 

and priorities, and deadlines.  The incumbent independently plans and carries out the work, and 

may consult with others such as more senior staff or the Supervisor for assistance on particularly 

complex database problems or report issues.  Work is subject to review in process and upon 

completion, in terms of quality, quantity, timeliness, customer service, teamwork, adherence to 

requirements, and other factors, including attainment of specified performance management 

goals and objectives.   

 

Guidelines include Federal laws, regulations, and guidelines; Airports Authority and department 

procedures and policies; North American Industry Classification System (NAICS) certification 

procedures; LDBE and DBE certification procedures; the scope of work in procurement requests 

and contracts; and computer data banks of eligible firms by industry.  The incumbent uses 

judgment in resolving data issues concerning LDBE/DBE compliance issues and in determining 

the selection of industrial (NAICS) codes vis-à-vis LDBE/DBE goals.   

 

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 review data entry, develop 

reports, and perform other tasks; operates other office equipment. Frequently exchanges 

information by telephone. Regularly reviews contracts and regulations containing small print. In 

driving, operates vehicle using judgment in consideration of weather, traffic and other factors. 

 

WORKING CONDITIONS  Works primarily in an adequately lighted, adequately ventilated 

and temperature controlled office and conference rooms. 

 

OTHER SIGNICANT JOB ASPECTS  None  

 


