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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 Lead Engineering Document Control Technician in the Project Controls and 

Management (PCM) Department of the Office of Engineering (Office), Metropolitan 

Washington Airports Authority (Airports Authority).  Leads Engineering Document Control 

Technicians in the day-to-day operation and maintenance of the Office’s electronic document 

control and management system/engineering document management system (EDMS) which 

allows users to control, organize, access, and share documents and information supporting the 

Airports Authority’s Capital Construction Program (CCP), Capital Operating and Maintenance 

Investment Program (COMIP), Corridor Capital Improvement Program (CIP), and Dulles 

Corridor Repair and Rehabilitation Program (R&R).  Assigns work to individual Engineering 

Document Control Technicians (EDCT) after discussing jobs and work to be accomplished with 

Supervisor.  Performs as an EDCT.  Performs related functions. 

 

--Oversees the access, utilization, and archiving of CCP, COMIP, CIP, and R&R documentation 

in EDMS, including imaging, content management, forms processing, electronic forms, 

enterprise report management, and forms/work flow.  Verifies information on records in 

accordance with policies, practices, and procedures.  Establishes EDMS documentation file 

structure, in accordance with guidelines, to organize project documents consistent with program 

requirements while adapting structures to suit project needs.  Includes the labeling and tagging of 

documentation to ensure documentation remains easily searchable and easily filed by project 

staff.  Suggests additional tracking and tagging elements such as embedded links in EDMS to 

Microsoft Word and Excel documents located elsewhere, as necessary.   

 

--Works with EDMS Project Management System Administrator (Administrator) and Office 

management assigning access to, use of, and proper authorization for the use of EDMS. 

 

--Provides training, instruction, and assistance to Airports Authority staff, Planning and 

Architectural/Engineering (A/E) consultants, construction contractors, local, state and Federal 

agency personnel, etc., regarding requirements for submission and approval of formal 

transmittals for all Airports Authority required project documentation through the System, 

standards, guidelines, and EDMS capabilities, software requirements, to help ensure the full and 

effective utilization of EDMS.  May assist in the development of presentations and business 

process documentation in support of training and System indoctrination for new and existing 

staff.  May assist Administrator in delivery of training.   

 

--Develops procedures for the distribution and documentation of project transmittals including 

delivery confirmations, distribution receipts, and package completeness for all project 

transmissions.  Coordinates with project management staff to ensure documentation delivery 

encompasses all identified stakeholders and receipt confirmations are received from all parties.  

 

--Assists users with documentation-related inquiries, retrievals, and content searches.  Provides 

one-on-one and on-call support of staff documentation inquiries and retrieval needs and assists in 

documentation search(es)  both internal and external to EDMS.  May search and compile a 

complete job from various sources internal and external to EDMS.  Maintains knowledge of 
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historical PCM documentation to provide support of documentation searches predating EDMS 

requirements.   

 

--Recommends/determines (in conjunction with Supervisor, based on workload, project timelines 

and other factors) what drafting assignments should be completed by contractors or in-house. As 

approved, coordinates drafting and reproduction orders.  Informs EDMS contract firm of needed 

fixes or modifications. Sends receiving reports and accepts and certifies invoices for services 

rendered. 

 

--Coordinates with Airports Authority Contracts and Procurement Department to identify 

contract critical documentation, assist with the management of contract documentation, and that 

documentation conforms to the procurement and legal requirements of the Airports Authority.  

Incorporates any updates to these requirements into documentation policies as needed. 

 

--Develops EDMS procedures for the distribution and documentation of project transmittals, 

including delivery confirmations, distribution receipts, and package completeness, for all project 

transmissions in concert with Manager, Project Management and Controls.  Coordinates with 

Office project management staff to ensure documentation delivery encompasses all identified 

stakeholders and receipt confirmations are received from all parties.     

 

--Serves as Contracting Officer's Technical Representative (COTR) for the maintenance contract 

for EDMS and its service contracts.  Develops appropriate budget estimates in concert with 

Administrator for the annual and 5-year planning cycles; prepares procurement requests for 

specified tasks; tracks expenditures, quality, timeliness and other performance indicators. Drafts 

statement of work (SOW) for contracts and participates in the review process for selecting a 

contractor. Develops budget estimates, prepares procurement requests, tracks expenditures, 

determines adherence to quality, timeliness and other performance indicators, and otherwise 

manages and enforces terms and conditions of contracts, 

 

--Liaisons with Airports Authority’s Office of Information Technology (MA-600) regarding any 

technical support for the EDMS system performance and procurement of software licensing as 

required; coordinates with project management information systems (PMIS) administrator on 

technical support needs regarding electronic document retention capabilities.   

 

--Maintains knowledge of EDMS software developments including new technologies and 

capabilities pertaining to document retention and search capabilities, such as document control, 

organization, access, and sharing. Meets with users to review current EDMS abilities and use as 

well as any desired, additional features. Works with Administrator to review wanted/needed new 

features and, if approved, assists in the development and incorporation of new features, as 

appropriate. Develops plans to utilize new features and incorporate additional tools and 

capabilities in support of the Airports Authority’s policies for the CCP, COMIP, CIP and R&R 

programs; provides feedback to Administrator to contribute requirements in the development of 

program management systems pertaining to electronic documentation requirements.   

 

--Coordinates with Airports Authority Procurement and Contracts Department to identify 

contract critical documentation and guarantee the management of contract documentation 
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conforms to the procurement and legal requirements of the Airports Authority.  Incorporates any 

updates to these requirements into documentation policies as needed. 

 

--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, contractors, and tenants. 

 

--Uses a computer and (a) modern office suite software for various applications such as, but not 

limited to, planning/scheduling, communicating (email), word processing, data manipulation 

(databases and spreadsheets), charts/graphics and presentations, (b) enterprise software for 

requisitioning items, and other functions, and (c) specialty EDMS software used in the Office. 

 

--May operate a motor vehicle airside and landside, on and off airport complexes, to attend 

meetings, visit jobs sites, 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 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 in office management including word 

processing and drafting documents; proofreading and editing copy (including complex tables 

and charts) for typographical errors, proper spelling, grammar, syntax and style, and 

conformance to formats and procedural requirements; filing and document/records 

management  (including file set-up and disposal); tracking correspondence and assembling 

background information needed by staff; and performing support functions, such as  ensuring 

that requisitions, reports, etc., have proper account codes on them and that requests for 

personnel action have the correct employee and position information on them.  

 

Two years of these five years of experience must include use of  electronic document control 

systems as related to planning, engineering, and construction. 

 

A fully equivalent combination of education and training beyond what is needed to satisfy 

MQ 1 may be substituted for two of these five years of experience provided the education, 

experience and training provide evidence of the skills and abilities required by MQ 2.  One 

example is an associate’s degree in any field that demonstrates ability to successfully 

perform the DUTIES in this job description, which may be substituted for up to two years of 

the required five years of experience. 
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3. Education, experience or training indicating the ability to lead projects or work groups (such 

as the ability to assign/review immediate tasks to the group led, set the pace and check work 

in progress or upon completion, all consistent with the group’s goals and other guides) and 

to work on/with a team as a contributor. 

 

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. Document control experience for large, aviation construction/engineering projects. 

 

2. Experience in a lead or supervisory position. 

 

3. Experience with a start-up or introduction of a new electronic, document control system 

 

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 contract management documentation requirements (e.g., Submittals, Requests 

for Information, etc.) in planning, engineering or construction work to provide a level of 

understanding of documentation required.  Review of documentation submissions for 

completeness and ability to audit submissions prior to distribution to Airports Authority 

stakeholders.   

 

2. Knowledge of Project Management concepts including: electronic documentation filing 

structures, document management and retention, and stakeholder identification to be able to  

set up and maintain a user-friendly filing system for engineering documents and drawings 

that cover several functional specialties.  

 

3. Knowledge of the administration of EDMS including imaging, content management, forms 

processing, electronic forms, enterprise report management, workflow, filing of 

documentation, managing access of stakeholders including the restricting of critical or 

sensitive information altogether to assist and guide users of the system. 

  

4. Skill in using a computer and (a) modern office suite software (such as MS Office) to plan, 

schedule, communicate, word process, prepare and develop reports, and perform research;  

(b) enterprise systems/software such as ERP software (Oracle); and (c) specialty 

systems/software such as Oracle Unifier and legacy tracking software and custom databases. 
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5. Skill to assist in the development of  training materials for new users and implementation of 

new program requirements as needed. Ability to solicit user feedback on operational 

experiences to incorporate into on-going development and improvement of documentation 

management procedures.  

 

6. Knowledge of aviation construction industry, with emphasis on civil (horizontal) and 

structural (vertical) construction and project management to ensure understanding of 

technical documentation requirements in submission of construction contract submittals. 

 

7. Knowledge of the Airports Authority Design Manual, aviation engineering/architecture 

design industry, project management practices and related procedures & standards as well as 

the Airports Authority’s plans and drawings library to ensure documentation is labeled, 

compiled, and filed properly. 

 

8. 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 and identify relevant information.  Examples include skill in 

applying an organization structure to the filing of construction contract documentation, 

identifying deficiencies in support documentation on a contract submittal, structural 

engineering, and other construction management problems, and  recognizing problems with 

the system in order to solve them. 

 

9. 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 the ability to encourage oral communication by others. Examples 

include engaging in effective dialogue with users so as to be able to discern their problems 

and issues, and to provide formal and informal training and advice to users. 

 

10. 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 reading user manuals and assisting in the writing of training 

and bulletin updates on the system. 

 

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

service-oriented manner. 

  

RESPONSIBILITY  Is responsible for assisting in the administration of Office’s EDMS, 

operating and maintaining the Office’s document management system,  and assisting users in 

operating/using the System.  Work assists Office in delivering world-class, cost-effective 

construction projects on time and efficiently. 

 

Reports to Manager of Project Controls and Management (Supervisor); however, specific 

assignments or projects may come from Unifier Administrator and may be assigned on an ad hoc 

basis to support management initiatives. Work is typically performed independently with little 

direct oversight while staying in close communication with Supervisor or Unifier Administrator 

to allow for discussion of unexpected issues or developments within the normal workload. Work 
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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, but are not limited to, Office policies, practices, and procedures, contract 

documentation and construction documentation, Airports Authority directives and procedures 

regarding such administrative matters procurement-contracting-supply-support, the format, 

internal/external document tracking, and control of correspondence and construction 

documentation, the compilation, submission and tracking of budget information, and the 

appropriate use of the accounting codes in the Chart of Accounts, software manuals, etc. The 

incumbent follows guidelines and uses seasoned judgment to select and apply the right 

guidelines or, for more complex work, interpret or adapt a guide or find a solution by consulting 

others such as System Administrator, as resources on the appropriate entry for documents. 

Utmost care and discretion are used in handling confidential or highly sensitive materials and 

matters.   

 

EFFORT  The work is primarily sedentary and typically requires light physical effort as in 

opening/closing file drawers and lifting and carrying files, large reporting binders, full-size 

drawings/building plans and other documents, etc.  Incumbent may sit for extended periods 

while performing desk work, but moves about to meet with and assist users, etc. Regularly uses a 

computer and telephone; operates other office equipment.  Regularly reads/consults architectural 

and design drawings with hard to read print or numbers and 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, ventilated and 

temperature controlled office and conference rooms. May be subject to job demands such as 

having to achieve tight project schedules and balancing the at times competing interests of 

various entities. 

  

OTHER SIGNIFICANT JOB ASPECTS  None 


