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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 a Management Technician in the Engineering and Maintenance Department 

at Ronald Reagan Washington National Airport (DCA) of the Metropolitan Washington Airports 

Authority (Airports Authority). Independently provides or coordinates a variety of HR and 

administrative, as well as some logistical, services for management and employees of the 

Department. Performs related functions. 

--Administers human resources (HR) program processes, e.g., forms PE-10 and other HR 

documents for processing vacancies, promotions, transfers, retirements, Long Term Disabilities 

(LTD), Value Add Program (VAP) qualifiers, etc., for the Department. Provides information and 

coordinates special work within the Department on HR processing requirements. 

--Maintains up-to-date Computerized Maintenance Management System (CMMS) database of 

personnel records on Departmental employees by organization division, section, etc. Creates and 

updates the Department's organization charts and personnel rosters. Maintains Departmental 

Employee Master List. Coordinates Departmental requests for employee coverage under the 

VAP and Special License Pay (SLP) programs, tracks continuing eligibility (working with the 

Office of Human Resources, and Department managers/supervisor/employees, etc.) Issues 

quarterly updates to the Union Eligibility list. Prepares periodic staffing reports of personnel 

status for management's use. Collects data from Department's division managers for special 

requests, e.g., on the utilization of summer employees, special youth programs, and prepares 

written submissions/reports. 

--Develops, updates and administers a Departmental orientation program for new employees. 

Periodically reviews the orientation program and recommends enhancements based on changing 

programs, policies and practices. Coordinates with division managers on their presentations, 

formalizes agenda, and gives presentation on job-related training, individual development plan 

training, tuition assistance program, business-related travel, annual and sick leave programs, and 

other HR-related programs such as the Family Medical Leave Act (FMLA). Serves as 

Department's trainer, in coordination with the Airport Operations Department, for the Airports 

Authority Airport Security Program for Security Identification Display Areas (SIDA) for DCA 

employees to provide training necessary for receipt of the SIDA badge; conducts an established 

program explaining the basic SIDA regulations, showing a video and answering any questions 

related to activities and operations in SIDAs. Schedules all Occupational Safety and Health 

Administration (OSHA) and Virginia OSHA training for the Department as mandated by statute. 

Safety training schedules for specific positions are developed independently based on 

consultation with supervisor and Risk Management advisors. Schedules specialized safety 

training as requested by division managers. 

--Develops and maintains internal instructions for division managers, such as supplemental 

policies, procedures and guides for training and travel plan preparation. Creates Department's 

travel and training annual plan based on information provided by the various divisions. 

Independently reviews travel and training plan submittals to ensure appropriate justifications and 

conformance with job requirements, desired program objectives and Airports Authority policies. 
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--Schedules job-related training, conferences, seminars and related travel for Department 

personnel. Reviews and analyzes multiple options to minimize travel costs while meeting 

employee training and travel needs, as approved by division management. Reviews employee trip 

expenses, decides which expenses are eligible for reimbursement and prepares employee expense 

reports in Oracle. 

—Provides other administrative support to the Department by drafting and/or editing Department 

guidelines and procedures regarding Airports Authority programs. Creates standardized 

employee disciplinary letters and updates periodically. Serves as Department's liaison to the 

Airports Authority Communications Office. 

--Manages the Medical Exam Program for employees by scheduling required medical testing, 

including biennial physical exams, respirator clearance exams, hazmat exams, commercial 

driver's license (CDL) medical clearance exams and fit-for-duty exams. Maintains medical 

clearance records. Reviews and analyzes records and reports on program results. Recommends 

changes to scheduling practices to maximize program compliance, effectiveness and efficiency. 

Coordinates and schedules CDL random drug testing with the Airports Authority's medical 

services provider. Leads the Department's participation in the Airports Authority Wellness 

Program. 

--Coordinates a variety of other administrative activities for the Department. Manages the 

Prescription Safety Eyeglass program. Coordinates telecommunications support including 

installation of new telephone systems and telephone requirements. Analyzes, researches and 

evaluates office equipment requirement needs, makes recommendations and oversees purchasing 

of Department office equipment, which includes vendor maintenance agreement contracts. 

--Drafts routine, non-technical correspondence and types and edits documents using word 

processing software and appropriate format (referencing the Airports Authority Executive 

Correspondence Manual and Gregg Reference Manual, if necessary). Proofreads documents for 

correct use of grammar, spelling, punctuation and document format. Makes and distributes 

copies of documents, as directed. Sends and monitors receipt of facsimiles. 

--Researches and queries data from various data sources to assemble management decision 

support information on various programs/subjects such as leave rates/usage, overtime 

rates/usage, and training demands (mandatory, initial, in-service, etc.). Analyzes data and reports 

on trends, anomalies and division-specific issues. 

---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, 

managers, supervisors, professionals, and support staff), vendors/suppliers/tenants, and the 

general public. 

--Uses a computer and modern office suite software for various office applications (email, word 

processing, spreadsheets, etc.) and specialized software, such as Oracle ERP (for procurement 

matters), to perform daily work. 
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--Uses a sedan or similar vehicle to travel to meetings, etc. 

--*Performs other duties as assigned.* 

MINIMUM QUALIFICATIONS (MQs) 

To be rated qualified for this job, an applicant must meet both of the MQs listed below at the 
time of vacancy announcement closure. 

1. A high school diploma or a Certificate of General Educational Development (GED). 

2. Four years of progressively responsible experience (post high school) in the performance of a 

wide range of general office support functions demonstrating ability to perform satisfactorily 

the DUTIES in this job description. Such experience typically involves performance of a 

wide range of general office support functions, such as: 

(a) using a computer and modern office suite software to perform general office functions, 

such as planning, scheduling, communicating (email), word processing, setting up/using 

spreadsheets and performing similar functions, and using specialized software and 

databases for special purposes, 

(b) filing (including indexing, maintenance, and new file set-up), 

(c) checking materials for spelling, typographical errors, format conformance and procedural 
requirements, 

(d) scheduling appointments and tracking or coordinating special requests for various 
services, 

(e) assembling and summarizing information, and preparing reports, 

(f) coordinating computer, telephone and other office logistical support, 

(g) performing HR support functions, such as preparing and submitting required forms 

according to policy and procedure, and 

(h) requisitioning office supplies, equipment, publications, etc., and maintaining office 

supply inventory levels. 

These four years of experience must also provide evidence of (i) the ability to rapidly acquire 

knowledge of, and then skillfully use, specialized software/databases and Airports Authority-

specific and Department-specific policies and procedures, as well as (j) skill in independently 

planning one's own work consistent with assignments, priorities and other guides; in 

reasoning and problem solving; in analyzing process effectiveness, reporting results and 

recommending changes to affect improvement; in communicating in writing; in 

communicating orally; in working effectively with business contacts; in working as a team 

member; and in providing effective customer service. 

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

up to two of these four 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(j). 

KNOWLEDGE, SKILLS, ABILITIES AND OTHER FACTORS (KSAOs) 
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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 typically be acquired on the 

job; ability to rapidly acquire them is required at the time of vacancy announcement closure. 

1. Practical knowledge of HR procedures, requirements, restrictions, benefits and options to 

initiate and coordinate HR actions, training. security clearances, etc., for the Department. 

2. Knowledge of the organization and functions of DCA and of key Offices of the Airports 

Authority to maintain organization charts, use proper identification on HR requests, 

coordinate across a variety of administrative programs, some logistical programs (such as 

telecommunications support), etc. 

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

information (verbal, numerical, or abstract) to solve a problem. This includes the ability to 

recognize subtle aspects of problems, identify relevant information, and make balanced 

recommendations and decisions. Examples include developing Department-wide training 

and travel plans, reconciling time sheet discrepancies involving overtime and shift pay, and 

preparing reports about special topics. 

4. Skill in oral communication to understand verbal information (including instructions, 

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

understand. Examples include exchanging information about facts, procedures, 

requirements, etc., such as information concerning VAP qualifications, time card 

completion, and the appropriate HR forms to use. 

5. Skill in written communication to understand written information (applications, 

identification documents, transcripts, etc.), and to express such information in writing so that 

others will understand. Examples include understanding information about facts, procedures, 

requirements, etc., such as understanding application information to verify, disqualify, or 

request more/different information. 

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

service-oriented manner. 

7. Skill in using a computer and modern office suite software, particularly planning/scheduling, 

communication (email) word processing, spreadsheet and graphics applications, to create 

reports, policies and procedures, maintain and use data and perform other office functions. 

and skill in using modules of Airports Authority-specific and Department-specific software. 

such various procurement modules of the ERP and time and attendance modules of the HR 

Information System. 

8. Knowledge of core Airports Authority budget and procurement processes. 

RESPONSIBILITY Is responsible for providing or coordinating a variety of Departmental 

administrative functions such as ensuring orientation of new Department hires, facilitating 



S99000A, page 5 

 

employee compliance with airport security program, providing required safety training, 

coordinating HR processes and actions, and scheduling medical exams for the Department. 

Reports to Manager, Resource Support Division (Supervisor). The Supervisor makes continuing 

assignments in terms of general responsibilities, programmatic objectives, applicable guidelines 

and overall priorities and deadlines for special projects. The incumbent works independently; 

plans individual work steps, determines the urgency of matters, carries out requirements within 

established policies and procedures, and keeps the Supervisor informed. Brings particularly 

complex or sensitive problems to Supervisor for guidance, but is expected to come with analyses, 

options and recommendations. Recurring work is typically reviewed upon completion only by 

spot check. Supervisor may review special assignments and very complex work while in 

progress. Work is subject to review in progress 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 Airports Authority and Airport regulations, HR procedures and policies; 

employee benefits; EEO principles and requirements; Airports Authority instructions for forms, 

travel guidelines; etc. The incumbent selects the proper references/procedures according to the 

alternatives of specific situations. Uses judgment to solve problems by consulting, on own 

initiative, a wide variety of reference materials (e.g., task directives, HR reports, software 

manuals, chart of accounts, etc.). 

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. Uses a computer, telephone and other electronic equipment. 

Reviews policies, procedures, regulations and other documents 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 SIGNIFICANT JOB ASPECTS None 


