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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  Operates the Lost and Found Property Control Program at Washington Dulles 

International Airport (IAD) by receiving lost/found property, monitoring inventory through an 

automated data entry and filing/record keeping system, safeguarding property from receipt 

through final disposition (including US and foreign currency), working with a range of business 

contacts, including claimants, to locate the rightful owners of lost/found property, producing 

reports, disposing of unclaimed property through appropriate property management procedures, 

and performing related functions.  

 

--On a scheduled basis, receives lost and found property from Airport Police, airport employees, 

tenant employees, airport users (the public), etc., at IAD and exchanges property custodial 

control in accordance with established procedures; occasionally receives turn-ins of property by 

other parties on an unscheduled basis. Checks Lost and Found Property Tickets completed by 

Police personnel for completeness of information and appropriate signatures. Initiates Lost and 

Found Property Tickets for items received directly from other personnel such as airline staff and 

Travelers Aid International. Transports any movable items to the IAD Lost and Found Property 

Room. Ensures that all property is safeguarded and accounted for from receipt through final 

disposition (including US and Foreign currency).  

 

--Enters data from Lost and Found Property Tickets into the new Procurement Inventory Control 

System (nPICs) computer database. Prepares and produces various monthly computer reports on 

lost and found property data such as breakdown of items by general categories (clothing, 

electronics, jewelry, etc.) and property disposition. Reviews reports to ensure accuracy, 

reconciles discrepancies, alerts the Division Manager to any problem areas (such as questionable 

ownership by property claimant who threatens legal action) and provides recommended solution 

or alternatives. Maintains complete and accurate automated and manual records systems for 

ledgers, lost and found property tags, receipts, correspondence, etc. and related files.  

 

--Ensures that an exhaustive attempt has been made to locate the rightful owner of found 

property; this includes, but is not limited to, Internet searches, telephonic interviews with 

potential claimants and other means to ascertain ownership. Informs the determined owner(s) by 

correspondence, telephone, or in person on how, when, and where items can be received. 

Ensures through proper identification the recipient is the rightful owner of property item(s). 

Prepares item(s) to be mailed or shipped when requested by owner.  

 

--Accounts for found cash (US and foreign currency).  Makes deposits of checks and money 

orders through the Agent Cashier.  Authorizes reimbursements to claimants of lost monies that 

have been found.  

 

--Prepares excess property forms and transfers control for found property to Property Disposal 

Technician when all attempts at determining ownership have been exhausted and property has 

been classified as unclaimed. 

 

--Communicates and interacts effectively with internal and external business contacts, including, but 
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not limited to, other members of the unit/team, other Airports Authority employees, 

airline/tenant/contractor personnel, claimants and other members of the public; applies strong 

customer service focus in all interactions with claimants and other members of the public. 

 

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

processing, spreadsheets, presentations, databases, etc.) and specialized software [such as nPICS 

software for property management and Oracle Enterprise Resource Planning (ERP) software for 

entering Lost and Found Property Data, transferring unclaimed property information to the 

Corporate Property Office and other functions] in the performance of daily work.  

 

 --Drives Airports Authority vehicle to various airport storage locations, landside and airside. 

 

--Notifies the Airports Authority’s Police Department when property is suspected to contain 

sensitive, illegal, or harmful materials (such as explosives, weapons, narcotics, counterfeit 

currency, or special documents). Maintains records of all such items and arranges for proper 

disposal of items. 

 

*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 both 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. Three years of progressively responsible experience in administrative support and property 

management assistance that includes substantive work in most of the DUTIES in this job 

description and demonstrates ability to perform satisfactorily the essential functions of this job.  

Such experience typically involves performance of a wide range of administrative support and 

property management functions such as (a) using established and standardized methods, 

processes, procedures and practices to perform property management assistance functions (to 

tag, categorize, track and otherwise account for property, to conduct inventories, to perform 

research to verify ownership of property, to make arithmetic calculations, to close out 

accounts/files and to conform to a range of property management processes and procedures), (b) 

evaluating and classifying property, ensuring consistency in nomenclatures and adjusting 

automated database records to show property status (such as owner contacted, unable to contact 

or excessed), (c) conducting research to identify and locate the rightful owner of property, 

completing accurate property forms and transferring control of property, (d) verbally exchanging 

information about property/ownership with claimants and verbally exchanging information with 

others to ensure proper delivery/receipt of property, (e) completing form letters, drafting routine 

correspondence, proofreading documents and ensuring their clarity, (f) using a computer and a 

modern office software suite (such as MS Office) for planning, scheduling, communicating, 
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word processing, presentations, spreadsheets, databases and other applications, and using 

modules of specialized software to perform specialized work, (g) working effectively with 

business contacts, (h) working effectively as a team member, and (i) providing effective 

customer service.  

 
These three years of progressively responsible experience must include evidence of possession of 

all of the KSAOs listed below (except as 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).  

 

A fully equivalent combination of education and training may be substituted for as many as all 

three years of the experience required.  One example is an associate’s degree in any field plus 

one year of training in a field that, together, demonstrate ability to successfully perform the 

DUTIES in this job description. 

 

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. Evidence of sustained excellence in providing direct customer service to external customers, 

including members of the general public. 

 

2. Evidence of sustained excellence in direct customer service work with business contacts 

representing a wide range of socio-economic, cultural and language diversity. 

 

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 property management, including knowledge of the Airports Authority’s Lost 

and Found Property Management Program, to evaluate and classify property, ensure 

consistency in nomenclatures, and adjust automated database records to show property status 

(such as owner contacted, unable to contact or excessed), and to perform related functions.  

 

2. Knowledge of, and skill in maintaining, Airports Authority and airport specific filing systems 

and accountable records in order to effectively track the history of Airports Authority lost 

and found property items, track correspondence and customer inquiries, assist in coordinating 

removal and disposal of unusable Airports Authority property, and resolve discrepancies in 

inventories with police or property claimants, and reconcile inventories.  
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3. Skill in problem solving to select, organize, 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 conducting extensive research to identify 

and locate the rightful owner of found property, completing accurate excess property forms 

and transferring control for property to Property Disposal Technician when all attempts at 

determining ownership have been exhausted and property has been classified as unclaimed. 

 

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

descriptions, and ideas) and to express and exchange routine and non-routine information 

that is clear, complete, and concise so that others will understand. This includes skill in 

encouraging effective oral communication by others (such as claimants about their evidence 

to prove ownership).  Examples include exchanging information about property/ownership 

with claimants and exchanging information with Airports Authority police personnel and 

TSA employees to ensure proper delivery/receipt of found property. 

 

5. Interpersonal skills to interact with business contacts in a businesslike, customer service-

oriented manner. 

 

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

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

understand. Examples include skill in grammar, punctuation and spelling to prepare Found 

Property Tags, complete form letters, draft routine correspondence, proofread and type 

documents and ensure their clarity.   

 

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

planning, scheduling, communicating, word processing, presentations, spreadsheets, 

databases and other applications, and skill in using modules of Airports Authority-specific 

and office of assignment-specific software (such as enterprise systems or standalone/legacy 

systems) to perform administrative and property management work.  

RESPONSIBILITY  Is responsible for operating the IAD Lost and Found Property Control 

Program by receiving, safeguarding, accounting for, reporting on, deciding and restoring 

ownership of, disposing of and performing related functions concerning lost/found property. The 

work directly impacts the effectiveness of the IAD Lost and Found Property Control Program, 

including, but not limited to, its customer service orientation.  

Reports to the Manager, Materials Management Division (Supervisor). Most work comes to the 

incumbent based on established workflow consistent with programmatic responsibilities and 

procedures. The Supervisor gives broad guidance or specific instructions on a periodic or one-

time basis. The Supervisor provides objectives, key issues, deadlines, and other factors for 

special assignments given, including guidance on non-routine policy questions.  The incumbent 

performs work independently consistent with guidelines, and solves recurring work problems 

(including ownership problems) on own.  Keeps the Supervisor informed of progress (through 

status reports of claims processed and other means) and seeks guidance on particularly complex 

or unusual problems; often provides recommendations or alternatives for handling such matters. 
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The Supervisor reviews most documents prepared by the incumbent before signature, and 

typically reviews the incumbent’s work for quantity, quality, timeliness, customer service, team 

work and other factors, including performance management goals and measures, as well as 

adherence to guidelines. 

Guidelines include Airports Authority and IAD procedures and policies relating to property 

management, property forms, and related documentation, memos, requests from 

claimants/general public, etc. The incumbent follows established Lost and Found Property 

Program procedures but uses judgment in determining lawful owner(s) of found property based 

on evidence provided and ownership guidelines.   

EFFORT  Most physical effort is light to moderate and typically includes sitting and using a 

computer for long periods as well as moving about the airport and handling heavy objects. 

Manipulates property and may adjust body position in order to identify property markings, locate 

identification, etc. Frequently moves lost and found items (including suitcases and video 

equipment) weighing up to 60 pounds or more.  This work typically includes positioning self by 

kneeling, bending, reaching, etc., and moving objects by lifting and carrying; incumbent uses 

mechanical advantage or seeks assistance, as appropriate, when moving very heavy objects. 

Regularly reviews inventory listings and other documents which contain small print. 

Communicates by telephone and email numerous times during the day. Operates vehicle, 

landside and airside, using judgment based on traffic, weather, and other factors.  

WORKING CONDITIONS  Incumbent works primarily in a temperature-controlled and 

adequately-lighted and -ventilated office area. May be exposed to inclement weather when 

transporting property items to and from vehicle and buildings and when disposing of 

contaminated property. Occasionally works in damp, cold or warm storage areas when storing 

found items. Wears rubber protective gloves when handling contaminated personal items so as to 

avoid direct contact with items. Works within a context of frequent telephone calls, electronic 

mail, and visitors. May be subject to job pressure from rude/impatient property claimants calling 

or visiting the office.  

OTHER SIGNIFICANT JOB ASPECTS  None 

 


