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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. 

 

FUNCTIONAL DUTIES Serves as Manager, Landside Contracts Division (Division) in the 

Airport Administration Department of the Washington Dulles International Airport (IAD), 

Metropolitan Washington Airports Authority and is responsible for planning, managing, 

negotiating, and administering complex, multi-million dollar revenue producing concession and 

management contracts, e.g., public and employee parking, shuttle bus, rental cars, shared ride 

vans, Washington Flyer Silver Line Express, Washington Flyer Taxi, taxicab dispatch 

operations, and commercial curb management.  Serves as, or manages, the Contracting Officer's 

Technical Representative (COTR) for landside contracts at IAD and is responsible for planning, 

managing, negotiating, and administering the contracts and managing supporting systems, such 

as the Airports Authority’s Parking Revenue Control System (PRCS).  Performs related 

functions. 

 

--Through subordinate organization, staff, and consultants, or personally: 

 

--In coordination with the Airports Authority’s Office of Revenue, develops strategy for landside 

business and commercial focus at IAD for the concessionaires, tenants, and contractors. 

Develops, interprets, and applies lease and contract provisions and evaluates operational and 

financial performance relating to contract/lease requirements. Supervises a staff of business 

specialists and support personnel; oversees staff activities and operations of contractors for 

various landside management, concession, and service contracts. Responsible for the 

functionality of IAD’s landside operations, as well as emergency management, customer service, 

and the timely completion of contracting work.  Responsible for implementing strategies for all 

parking and shuttle bus matters at IAD, including revenue generation and cost control. 

 

--Identifies and determines the compatibility of new business concepts with the landside areas of 

IAD and develops, markets, and promotes plans for integrating new business concepts with 

current IAD and Airports Authority activities. Analyzes and provides recommendations on 

whether landside tasks should be performed by Airports Authority staff, contractor staff, or 

through contracted personnel.  

 

--Interfaces and coordinates with the Phase 2 Metrorail Project team to ensure Metrorail 

construction activities have minimal impact on the Airport’s landside revenue and customer 

experience. 

 

--Supervises development and takes necessary action to implement landside concession plans 

and concepts for the Airport and other commercial activities. Manages and oversees activities for 

planning, negotiating, managing, evaluating, and administering the operating and financial 

performance of revenue producing landside contracts to include approval of contractor budgets 

and/or personnel requirements, expenses, and subcontracts, establishment of concessionaire 

performance goals, and proposals for changes to existing contractual agreements. Conducts 

financial and operational reviews of contracts. Directly, and through staff, participates in 

business and financial planning and negotiations for new concession agreements and develops 

Statements of Work (SOW) and Requests for Proposals (RFP) for landside business operations at 
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the Airport including PRCS. Participates in the contractor selection process and works closely 

with the Contracting Officer and the Procurement and Contracts Department to ensure 

solicitations are properly advertised, evaluated, negotiated and awarded. Generates and/or 

reviews and edits contract modifications. 

 

--Oversees staff activities, and operations of contractors, for public parking operations and public 

parking/employee shuttle buses, PRCS (including software and hardware support), Automated 

Vehicle Identification (AVI) system associated with parking, and Global Positioning System 

(GPS) associated with busing. Oversees employee (Airports Authority, air carriers, 

concessionaires, tenants, etc.) parking lot administration. 

 

--Works with the Airports Authority’s Parking and Ground Transportation Analyst in analyzing 

and evaluating external ground transportation business trends, identifying and determining the 

compatibility of new ground transportation business concepts with the Airport, and developing 

and promoting plans for integrating new ground transportation business concepts with current 

Airports Authority activities. Meets with leadership of various Airports Authority functions to 

review the findings of these analyses and to discuss revenue generation. 

 

--Oversees development and maintains systems to evaluate and monitor contractual performance 

related to such areas as price setting and control, quality of services provided, effective use of 

Airports Authority-furnished property, budget development and compliance, scheduling of 

personnel, scheduling and usage of facilities, and management of overhaul or maintenance and 

repair of Airports Authority-owned equipment and facilities provided to contractors. 

 

--Ensures activities of Division are coordinated with other Airports Authority offices, as 

appropriate, to include those related to the Capital, Operating, Maintenance and Investment 

Program (COMIP) or the Capital Construction Program (CCP). Such coordination may be 

required due to new programs, changes in present or future space availability, utility services, or 

construction disruptions. Participates in various Airports Authority business meetings to ensure 

work is coordinated at all levels. 

 

--Reviews contract administration plans and contract administration files, developed by 

subordinates and other staff, for thoroughness, efficiency, and adherence to the contracts, 

Airports Authority Contracting Manual, Regulations, Directives, Operations and Information 

(O&Is), and Policies & Procedures. The files include correspondence, and records of verbal 

communication and site visits. Provides guidance for the development of new contract 

administration plans and ensures coordination by subordinates so that there is no overlap or 

confusion regarding the use of Airport resources. As required, conducts meetings with staff 

members and other concerned parties to discuss issues and work in progress. Reports regularly to 

the Department Manager, Contracting Officer, Vice President and Airport Manager and other 

executives. 

 

--Oversees operation of public parking, shuttle bus, rental car, taxicab and other ground 

transportation providers. Ensures that Airports Authority facilities are properly utilized and 

maintained in coordination with vendors and the Department of Engineering and Maintenance; 
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coordinates enforcement of applicable Airports Authority regulations with other Airports 

Authority Offices, including General Counsel and Public Safety. 

 

--Manages policies related to contracts and is responsible for investigating problems identified 

by subordinate staff.  Assists subordinate staff with more sensitive or complex problems, e.g., 

dealing with difficult lease or concessionaire representatives who refuse to address problems, 

interpretations of unclear contractual language, defining complex financial analyses, developing 

new policies/procedures, etc. Regularly meets with concession managers and corporate officials 

to discuss problems (contract compliance, employees, airport facilities, planned construction, 

etc.), strategic planning, and budgets. Prepares letters, as necessary, directing vendor/tenant 

corporate officials to conform to Airport policies, Airports Authority regulations, etc.;  follows 

up to ensure compliance. 

 

--Inspects contractor space, and products and services, with subordinate staff for contract 

compliance (i.e., hours of operation, safety, customer relations, facility standards, quality control 

of products and services offered, revenue management, etc.). Develops new programs for 

operational efficiency, cost savings, and improving customer service. Revises SOWs and RFPs 

to incorporate new programs or generates contract modifications for existing contracts and 

policies. Implements new programs, as approved, that support and/or enhance operation of 

services at IAD. Ensures that discrepancies are documented for immediate follow up and, as 

appropriate, brought to the attention of the Department Manager and the Vice President and 

Airport Manager. Provides and/or approves recommendations and supporting analyses for the 

assessment of liquidated or punitive damages, or the initiation of contract actions and 

termination. 

 

--Provides financial and budgetary oversight and makes recommendations to IAD management 

on the parking and shuttle bus concessionaires' proposed annual operating budget, tracks on a 

monthly basis the expenditures made against the budget approved by the Airports Authority, 

and recommends adjustments to expenditures or budget levels to achieve operating objectives. 

 

--Provides oversight of research, analyses, and appropriate recommendations to support Airports 

Authority approval or modification of the parking concessionaire's: staffing levels, job 

classifications and associated salary ranges, and benefits and compensation packages paid by the 

Airports Authority; parking lot support vehicles; maintenance of the highway advisory radio 

system, and variable message sign system; maintenance of parking structures and parking lot 

equipment, paving, and lighting; snow removal and armored car services contracts; insurance 

policies; and supplies, equipment, and material to support the ongoing operation of parking 

facilities. May request that the Office of Human Resources staff gather/collect industry salary and 

benefits data.  Works with contractor management staff counterparts (who manage the 

operational components of the contract) when performing analyses and making 

recommendations. 

 

--Periodically responds to correspondence from, or meets with, concession managers, corporate, 

industry and government officials, and the general public regarding Airport facilities and 

services. 
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--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), concessionaries; 

other tenant principal representatives, government officials and staff,  vendors, various 

consultants, and the general public.  Contacts are typically for the purposes of soliciting, 

negotiating, interpreting or administering contracts, exchanging technical or management 

information, coordinating concessions and other projects, attending or conducting briefings or 

presentations, answering internal and external inquiries related to Airport facilities and services, 

and resolving programmatic differences, personnel, and contractual problems. 

 

--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 research (includes Internet use to search out new products 

and technologies and keep up with technology), (b) enterprise system/software for 

requisitioning, budgeting, time and attendance reporting, payroll, and other functions, and (c) 

systems/software used in the office. 

 

--Operates a motor vehicle airside and landside, on and off the Airport complex, to attend 

meetings, visit work sites and suppliers, and perform related functions. 

 
--May act on behalf of Supervisor during his/her absence. 
 
--*Performs other duties as assigned or as determined on own initiative.*  

 

MANAGERIAL AND SUPERVISORY DUTIES In the context of Division 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 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. 
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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 that totals four years.  

 

2. Six  years of progressively responsible experience in contracts management that includes 

substantive work in most of the DUTIES in this job description, to include managing the 

operating and financial performance of revenue producing contracts such as parking, ground 

transportation, rental cars, and concessions, developing and interpreting lease and contract 

provisions (including statements of work and requests for proposals), evaluating 

contract/contractor performance, and determining compatibility of new business concepts 

for revenue generation. 

 

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

up to two years of these six years of experience.  For example a master’s degree in any field 

that demonstrates ability to successfully perform the DUTIES in this job description may be 

substituted for two years of these six 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 are not required to be rated qualified for this job. 

 

1. Certified Commercial Contracts Manager (CCCM) certification, Certified Federal Contracts 

Manager (CFCM) certification, or Certified Professional Contracts Manager (CPCM) 

certification from National Contract Management Association. 

 

2. Experience with contracts management at an airport.  

 

3. Certification and/or training from the American Association of Airport Executives 

(AAAE), Airport Counsel International (ACI), International Parking Institute  (IPI), or 

Airport Ground Transportation Association (AGTA). 
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4. Active participation in organizations such as American Association of Airport Executives, 

Airport Counsel International (AAAE),  International Parking Institute (IPI),  or Airport 

Ground Transportation Association (AGTA). 

 

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 typically be acquired on the 

job; 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 parking and shuttle bus operations and other ground transportation operations 

and needs at IAD to manage assigned programs, help identify opportunities for expansion, 

control, etc. 

 

3. Knowledge of the policies, objectives and procedures of Airports Authority's lease and 

concession contracting programs, industry best practices for commercial leasing and 

concession contracting to develop an effective business strategy, and plan for, negotiate and 

execute lease  contracts for the development of tenant commercial buildings and facilities, 

and to monitor the work of subordinates. 

 

4. Knowledge of business principles/practices, particularly of airport retail and concession 

markets, rental adjustments, property appraisal, liability insurance, terminations, buy-outs, 

assignment of contracts, passage of title to property and Airport policy guidelines pertaining 

to the lease and use of space in order to monitor and enforce contract provisions; to evaluate 

and provide comments on proposed changes or issues relating to relevant factors specifically 

set forth in a particular contract; and to monitor the work of subordinates. 

 

5. Knowledge of the Airports Authority's mission and the policies and procedures of the 

Airports Authority's contracting program to plan and carry out a full range of contracting 

functions relating to a variety of business operations/practices and the leasing of space; to 

develop, negotiate, evaluate and interpret terms and conditions of Airports Authority 

tenant/concessionaire and related contracts; to evaluate compliance by contractors; to 

negotiate and settle contract disputes; and to monitor the work of subordinates. 

 

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

(verbal, numerical or abstract) to solve a problem. This includes ability to recognize subtle 

aspects of problems, identify relevant information and make balanced recommendations and 

decisions. Examples include skill in reviewing or preparing contractual language and 

documents, budget and inventory reports, financial analyses, formalized policies and 

procedures to negotiate contracts and post-award changes to contracts and to enforce terms 
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and conditions of contracts, by working out solutions to problems which arise out of different 

objectives or interpretations of the terms and conditions. 

 

7. Skill in oral communication to understand verbal information (facts, ideas and concepts), and 

to express such information verbally so that others will understand and, in certain 

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

communication by others, such as concessionaires, tenants and subordinates. Examples 

include explaining technical practices, regulatory requirements and management policies to 

Airports Authority staff and concessionaires'/tenants' operating and management staff, and 

conducting meetings and/or representing the Division and/or Airport Administration 

Department, Airport, or Airports Authority on committees. 

 

8. Skill in written communication to understand written information (facts and sometimes 

conflicting assertions and arguments), draw inferences, form hypotheses and develop 

logical arguments, and to express such information in writing so that others will understand, 

and, in certain circumstances, be convinced or persuaded. This includes skill in the review of 

the written work of others, including subordinates, COTRs, and contractors.  Examples 

include developing and writing reports and procedures, SOW and standard clauses  for 

landside contracts, and correspondence and routine memoranda.  

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

service-oriented manner. 

 

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 research (Internet 

use, as in searching for performance information);  (b) enterprise systems/software for 

requisitioning, budgeting, time and attendance reporting, and other functions; and (c) special 

systems/software used in Division such as GIS database applications. 

 

RESPONSIBILITY Is responsible for managing the landside contract activities at IAD.  Works 

to develop additional landside business opportunities. Ensures that SOWs and RFPs for landside 

businesses are complete, accurate, effective and meet the business/operational needs of the 

Airports Authority and the Airport; negotiates and assists in preparing final contract agreements.  

Monitors concessionaires and ensures their activities are in compliance with contract documents 

and the work of the Division is coordinated effectively within the Airport Administration 

Department and with other Airports Authority Offices and Departments.   Work directly affects 

the ongoing operational effectiveness of the Airport and Airport tenants and concessionaires as 

well as revenue to the Airports Authority from IAD concessions and service contracts. 

 

Reports to the Manager, Airport Administration Department (IAD) (Supervisor).   The 

incumbent works very independently with most work flowing to the incumbent as a result of 

assigned functions.  Special projects may be assigned with brief instructions, deadlines and other 

administrative parameters with the specific approach and method of execution left to the 

incumbent. The incumbent manages Division operations independently, in accordance with 

established policy, rules, protocols, and procedures, keeping the Supervisor informed through 
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periodic status reports or staff meetings reporting especially difficult problems or issues of a 

highly sensitive nature, as they occur, along with explanatory material, options and 

recommendations for action. Together, the incumbent and the Supervisor determine the best 

solution to such problems. Completed work is expected to be technically accurate and is subject to 

review 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 Regulations, Directives, O&Is, the Airports Authority 

Contracting Manual (especially Chapter 6 - Concessions contracts), Airports Authority and IAD 

policies and procedures (such as directives, standard concession contract language, and 

correspondence guidelines), contract documents, EEO principles and requirements, financial 

report/summaries, etc. The incumbent adheres to regulations, policies, procedures and other 

guidelines and uses mature judgment in recommending or developing new/revised IAD 

programs, initiatives, policies or procedures, new/revised contract language, etc., selecting 

methods and techniques for accomplishing assignments within the limits of  recommending and 

negotiating solutions to contract disputes, reviewing solicitations or requests for contract 

modifications, evaluating contractor performance, 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 the Airport regularly to monitor 

tenant and concessionaire activities, conduct/attend meetings with contractors, and perform other 

functions. Regularly uses a computer to prepare contract documents, correspondence, record 

statistical data, analyze information and perform other work; operates other office equipment. 

Frequently exchanges information by telephone. Regularly reviews documents (e.g., contracts, 

blueprints, etc.) 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, ventilated and 

temperature controlled office and conference rooms. May be exposed to some adverse weather 

conditions and dust/grease/dirt when visiting existing or new concessionaire sites. May 

experience some job pressure from changing priorities, deadlines, schedule disruptions, budget 

complications, deficits, concessionaire bankruptcies, or interpersonal conflicts with 

concessionaires. Wears hard hat and other personal protective equipment/clothing, as needed, 

when visiting a concessionaire construction site. 

 

OTHER SIGNIFICANT JOB ASPECTS  None 


