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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 Facilities Maintenance Contract Coordinator/Contracting Officer's Technical 

Representative (COTR) for assigned maintenance and service contracts of airport facilities and/or 

grounds at Ronald Reagan Washington National Airport (DCA), altogether involving a full array of 

trades, crafts, and maintenance services.  Contracts may include, but are not limited to: equipment 

maintenance and repairs (such as baggage conveyors, elevators, escalators and moving walkways), 

structural maintenance and repairs (such as roofs and framing), landscaping design and maintenance, 

installation and repair of carpet, tile, glass and fixtures, and custodial services. Performs related 

functions. 

 

--Prepares for and develops maintenance and service contracts.  Prepares decision support 

information (pricing structure and costs, quality assurance, timing, etc.) for outsourcing feasibility 

evaluations and specific contracts.   Interviews and coordinates with stakeholders, including end-

point customers (airlines, concessionaires, tenants, etc.) and Airports Authority maintenance/service 

shop supervisors, and others, including engineers, consultants and manufacturers.  Recommends 

alternatives for contracting methods, types and terms that will be the most effective – operationally 

and financially.  Develops and recommends applicable quality assurance plans such as barcode logs 

for contractor services.  Researches scope and technical requirements, including examining facility 

blueprints/schematics/diagrams to determine projected resource requirements (e.g., personnel 

requirements to clean X sq. ft. of terminal space with associated restrooms, etc.) and ensuring that 

the technical provisions comply with building codes, fire and life safety codes, OSHA, 

environmental regulations, and other pertinent legal and regulatory requirements. Drafts the 

statement of work (SOW), technical specifications, justification, evaluation criteria and other 

information.  Coordinates review of draft package with the Engineering and Maintenance 

Department and others, as necessary.  Assembles proposed final package, including engineering 

blueprints or drawings (electronic- and hard-copy), on behalf of  Section and forwards approved 

package to contracting office (MA-29 or MA-133) for solicitation.  Supports Corporate or Airport 

Procurement staff with supporting information, which is primarily technical, throughout the 

advertisement, evaluation, negotiation, and award cycle.  Attends meetings with potential bidders, 

explains technical and procedural details about the work to be done, timing of the work, etc., and 

prepares written responses to oral/written questions.  Serves as evaluation committee chair for 

assigned contracts.  Prepares and justifies contract modifications, as required, during life of contract. 

Supports contract “close-out” by Contracting Officer/Purchasing Agent.  Continually reviews 

assigned contracts (scope, execution, cost, etc.) for service improvement (sufficiency, quality, 

quantity, etc.), cost avoidance and/or savings.  May recommend alternate approaches (such as in-

house execution) or contract modifications.  Performs related functions.  

 

--Develops proposed budgets for contracts.  Prepares and manages technical aspects and pricing 

structure of contracts, from development of contract specifications through support of advertising, 

evaluation, negotiations and award.  After award, monitors contractor's performance for compliance 

with contract terms and conditions, certifies invoices for payment, resolves technical problems, 

develops and justifies contract modifications, manages contract funds, and supports contract close 
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out by Contracting Officer.  

--Administers contracts.  Establishes/maintains contract files.  Authorizes work (or tasks) as 

specified or allowed under the contract.  Separately tracks status of funds against budget (allocating 

tasks to appropriate accounting cost codes) and contract funding/period.  Reconciles data with 

accounting/budget quarterly.  Provides oral/written reports.  Maintains day-to-day working 

relationship with contractors' management and on-site staff to facilitate seamless contract execution. 

 Provides contractor(s) orientation on airport security requirements and facility locations, such as the 

loading dock and contractors' parking lot, and assists with administrative matters such as obtaining 

ID badges, AOA driver's permits, and parking permits.  Certifies invoices for payment or withholds 

payment, e.g., when work is substandard or not performed.  Performs related functions.  

 

--Works with Section Supervisor and other Section staff to develop annual and 5-year planning 

budgetary requirements for complex, multi-million dollar contracts which may carry over several 

fiscal years.  Prepares budget justifications and supporting documentation for requisite funding 

approvals. Over life of contract(s), analyzes trends in contract types, costs, tasks, equipment 

maintained, etc., and reports findings to DCA management for maintenance planning (repair and 

rehabilitation), equipment replacement, etc. 

 

--Quality assures contracts.  Reviews written information and inspects and/or acts through others to 

ensure contractors' work meets terms and conditions of contract including "workmanlike manner", 

generally accepted trade practices (number of personnel, materials, procedures, frequency, 

timeliness, safety, housekeeping, etc.), and quality/quantity of materials and/or parts.  Interacts with 

airlines and other end-point customers to identify quality of service and degree to which desired 

service needs are being met.  Investigates, documents and/or resolves complaints/problems, 

including damage to equipment or facilities, and follows-up or facilitates follow-up by appropriate 

office(s), such as contracting, risk management and public safety.  Takes informal or formal action, 

as required, talks with contractor's representative (on or off site), escalates issues to contractor 

management, if necessary, prepares deficiency letter, withholds payment, etc.  Performs related 

functions. 

 

--As assigned, assists, and trains less experienced COTRs and Section Staff in the development, 

administration and quality assurance of contracts administered within the 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 (managers, 

supervisors, professionals, trades workers, support staff, etc.), vendors/ suppliers/tenants, and airport 

users. 

 

--Drives a pick-up truck, van or car to get to, from, and around work sites, airside (including the 

aircraft operating areas) and landside, and perform related functions.   

 

--Uses tools and equipment, such as measures, ladders and lifts. 

 

--Uses a computer for various office applications (email, word processing, spreadsheets, graphics, form 
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making, flow charting, etc.), ERP (enterprise procurement-logistics system) applications, inventory 

management, the current computerized maintenance management system (CMMS) to record 

contractor progress and document quality of finished work,  and geographic information systems 

(GIS)  to pinpoint locations at DCA.  Maintains automated databases and spreadsheets to record items 

issued and stored, records backlogged items, maintains vendor information, and generates various 

reports.  

 

--*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 

 

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. Four years of post high school experience in facility maintenance or service contracting on a full 

array of trades, crafts, and maintenance services performing such work as:  

 

 developing budgets for contracts,  

 preparing and managing technical aspects and pricing structure of contracts, from 

development of contract specifications through support of advertising,  

 evaluating submittals,  

 administering service contracts, 

 monitoring contractor's performance for compliance with contract terms and conditions, 

 certifying invoices for payment,  

 resolving technical issues,  

 developing and justifying contract modifications,  

 managing contract funds, and  

 supporting contract close out by Contracting Officer, 

 

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

of these four years of experience (MQ 2) on a week-to-week basis provided the education and 

training provide evidence of the following knowledge, skills and abilities:   

 

(a) Evidence  of, and skill in using, established and standardized facility maintenance or service 

contacting methods, processes, procedures and practices to contract for, and monitor 

execution of, a range of facility/equipment maintenance and service contracts.  This includes 

skill in inspecting the work of an array of trades and crafts to detect substandard work, 
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contract violations and the like; and skill in using intermediate mathematics (decimals, 

fractions, ratios, factoring, integers, multiplication, division, etc.) and basic statistics (such as 

mean-median-mode, ranges and percentiles) to do administrative work.  

 

(b) Evidence of ability to rapidly acquire knowledge of, and then skillfully use, Airports 

Authority-specific processes, procedures, practices, systems and other standards and guides 

pertinent to assigned functions. 

 

(c) Evidence of skill in using a computer and modern office suite software to perform a range of 

administrative and general office functions, such as communication (email), word 

processing, scheduling, spreadsheets and presentations, and skill in using specialized 

software to perform specialized administrative functions.  This requirement includes 

demonstrated ability to rapidly acquire knowledge of, and then skillfully use, Airports 

Authority-specific facility maintenance management software and other software pertinent to 

assigned functions. 

 

(d) Evidence of skill in planning one’s own work consistent with assignments, priorities  

and other guides; in reasoning in problem solving; 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.  

  

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. An associate’s degree (or higher) in any field providing a strong foundation for success in the 

DUTIES in this job description. 

 

2. Professional certification in Facility Maintenance Management, such as Certified Facility 

Manager (CFM) or Facility Management Professional (FMP) from the International Facility 

Management Association (IFMA), or certification in Contract Management, such as Certified 

Commercial Contracts Manager (CCM) or Certified Federal Contracts Manager (CFCM) from 

the National Contract Management Association (NCMA). 

 

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 application/placement. 

 

1. Knowledge of contracting, procurement, accounting and business processes sufficient to 

determine contract types, perform the full range of pre-award and post-award COTR functions 
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such as participating in pre-proposal meetings, developing source selection criteria, conducting 

technical evaluations of bid offers, participating in negotiations regarding cost breakouts, labor, 

materials, and performance-related functions; performing cost and price analysis in relation to 

service contracts; evaluating the capability of offerors (available resources, job knowledge, 

procedures, experience, etc.); and providing an effective quality assurance program for contracts 

managed. 

 

2. Knowledge of…. 

 

 generally accepted resources, materials, business practices and workmanship of a full array 

of trades and services… 

 

 baseline environmental, fire, life safety, ADA and OSHA standards… 

 

 the specifications (terms and conditions) of assigned contracts ... 

 

…to develop, administer and quality-assure maintenance/service contracts across the full array of 

pre-award, and post-award COTR functions.  This includes basic skills in managing, 

administering and inspecting work of a full array of trades and crafts to detect substandard work, 

contract violations and the like in a businesslike, customer service-oriented manner. 

 

3. Knowledge of the layout, rules and regulations of DCA to properly develop technical 

specifications of contracts, relate drawings and blueprints to airport locations, explain airport 

requirements to contractors, conduct on-site inspections and perform similar functions. 

 

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

service oriented manner. 

 

5. 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 identifying maintenance-service wants/needs involving multiple trades and 

developing contract specifications that balance the wants, needs, costs, timeliness, and other 

factors. 

 

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

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

This includes skill in encouraging effective oral communication by others.  Examples include 

conducting bid processes and  meeting with contractors regarding quality of services performed, 

performance problems, and other routine and non-routine information. 

 

7. 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. 
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This includes skill in reviewing and preparing such written work as SOWs, contract 

justifications, specifications, Board level reports, cover letters, quality assurance reports and 

other written materials. 

 

8. Skill in using a computer and computer software (including Microsoft Office Suite, Internet 

search engines, the Airports Authority Intranet (Livelink)), enterprise resource planning (ERP) 

software, CMMS software, GIS, etc.) for preparing and maintaining contract records, 

spreadsheets, databases, and communicating. 

 

RESPONSIBILITY   Is responsible for developing, administering and quality assuring assigned 

maintenance/service contracts across a full array of trades, crafts and services.  At all phases of the 

contract cycle, identifies opportunities for cost savings or cost avoidance through pricing structure, 

work management techniques, or contract consolidation with counterparts at Washington Dulles 

International Airport (IAD).  The work impacts the quality, quantity, sufficiency, cost, customer 

service response and other aspects of maintenance/service done on contract at DCA. 

 

Reports to the Manager, Contract Services Section (Supervisor) who provides diversified 

assignments with general instructions concerning end product, budget, time lines, performance 

requirement minimums, key issues and other factors.  When aspects of work are new, unusual or 

complex, the Supervisor provides additional instructions and guidance.  Incumbent works 

independently within established guidelines, keeping the Supervisor informed of progress and 

problems.  The Supervisor reviews work at milestones and/or upon completion for quality, quantity, 

timeliness, compliance with requirements, teamwork and other factors, including performance 

management goals and measures.   

 

Guidelines include current/previous contracts, technical references, blueprints and schematics, 

computer software, baseline environmental, fire, life safety, ADA and OSHA standards, airport 

security regulations and Airports Authority contracting and administrative procedures.  Incumbent 

uses judgment to select, apply and, on occasion, recommend adaptation or adjustment of guidelines. 

 

EFFORT  The work is a sedentary-active mix and typically requires light physical effort as in sitting 

for long periods while using a computer or doing other work in the office (opening/closing file 

drawers, lifting and carrying files/building plans, etc.) or frequently moves about the Airport 

(landside and/or airside) to coordinate and inspect work.  Typically stands or stays in one position for 

long periods while observing work in progress.  Ascends stairs and ladders and may have to work in 

cramped area/position to access and inspect roofs and out-of-the-way places.  May have  to lift or 

move objects weighing up to 50 pounds, such as ladders. Uses common, multi or special purpose 

tools, including levels, squares, measuring tapes and volt-meters, when inspecting work.  Reviews 

documents, including specifications, blueprints and technical/trade publications that may contain 

small print.  Communicates by telephone, pager, cellular phone, two-way radio and email.  Responds 

to beepers and alarms of backing vehicles.  In driving, operates vehicle using judgment in 

consideration of weather, traffic and other factors. 
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WORKING CONDITIONS   Works in office, public building, industrial and outside settings 

within an airport environment.  Is sometimes subject to inclement weather and aircraft noise for long 

periods.  Regularly works atop buildings, scaffolds, lifts and ladders, sometimes at high elevations.  

Occasionally inspects near moving vehicles or power equipment.  Takes care, exercises established 

safety precautions and wears hard hat, safety shoes, ear protectors, safety glasses and other personal 

protective gear, as appropriate. 

 

OTHER SIGNIFICANT JOB ASPECTS Is subject to hold over or recall on a 24-hour basis for 

essential services and emergencies.  May be required to work overtime or night hours or reschedule 

work days or hours to suit job assignments, including but not limited to work to be done when there 

is minimal air traffic, special security considerations or special weather conditions.   


