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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. 

 

JOB SUMMARY  Serves as a Management Intern in the Office of the Airport Manager (Office) 

at either Ronald Reagan Washington National Airport or Washington Dulles International 

Airport, Metropolitan Washington Airports Authority (Airports Authority).  Serves as a first 

level Management Intern which is intended to lead to second level upon successful performance 

in the job for twelve months.  Rotates through the various offices responsible for the 

management of the Airport including Airport Operations, Engineering and Maintenance, Airport 

Administration, and the Office of the Airport Manager/Customer Service.  Work typically 

involves learning while performing a range of basic duties and involves expanding one’s 

knowledge and capabilities.  As experience is gained and the ability to handle more complex 

assignments is demonstrated, more complex and independent work is authorized.  Performs 

related functions.   

 

DUTIES  Performs duties in the process of learning the operation and management of assigned 

Airport and the Metropolitan Washington Airports Authority.  Assists in the operational, 

maintenance, business management, and administration of the assigned Airport.  Examples of 

duties include, but are not limited to:    

 

Airport Operations    

 

--Works with Airport Operations staff on a wide range of issues affecting the day to day 

operations of the Airport.    

 

--Maintains awareness of Airport airside and landside conditions to ensure safe operation of the 

Airport.  Inspects the operational condition of the Airport complex during each tour of duty  for 

anything that could impact the safe and efficient operation of the Airport. As shift resources 

allow, performs inspections of vehicles and roadways, parking lots and terminal facilities, etc., to 

ensure  satisfactory operation of equipment and that no hazardous situations exist that could 

cause an accident.   

 

--Monitors construction projects, Airport events, weather conditions, etc., that might impact 

Airport operations. 

 

--Answers phone or email inquiries from tenants; works to resolve any item/issue that is within 

the scope of ability/authority. 

 

--Interacts with staff from badging and fingerprinting office; assists them to ensure that all 

badged employees, contractors, tenants, et al., are in compliance with Airport and FAA 

regulations. 

 

--Provides Airport tours, as requested. 

 

--Alerts Airport Operations Duty Manager of any conditions that might impact safe operations.   
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Engineering And Maintenance   

 

--Assists Department staff regarding engineering, utility operations, maintenance, and 

construction activities at the Airport, ensuring terminals and other Airport facilities are properly 

maintained/functioning.   

 

--Works with Department managers and supervisors in overseeing the maintenance of the 

Airport’s terminals, parking structures, roadways, office buildings, hangers, and other structures.   

 

--Interacts with various supervisors and trades personnel and maintenance contractors to ensure 

the Airport provides the best possible customer experience. 

 

--Participates in the project review of Capital Construction Program (CCP), Capital Improvement 

Program (CIP), and Capital, Operating and Maintenance Improvement Program (COMIP) 

projects for the Airport.  May work with the Airport’s Engineering staff in the inspection and/or 

acceptance of projects completed by contractors and/or Airport staff.  

 

--Reviews service contracts and completed work with Airport Maintenance Engineering staff.  

Assists in creating statement of work for new contracts, as necessary. 

 

--Participates in essential services and emergency activities such as snow removal and restoration 

of utilities services. 

 

--May generate reports, photograph parts of the Airport (such as problem areas) for 

documentation, create and submit work orders, etc. 

 

Office Of Airport Manager/Customer Service 

 

--May provide support to the Airport Manager to ensure a clear, efficient, well communicated 

plan of operations that considers the impacts of policies/initiatives on the airport as a whole.  

Responsible for providing the best customer experience for both internal customers (airlines, 

Federal agencies, MWAA employees, etc.) and external customers (passengers).  

 

--Addresses customer concerns received online, social media, mail, etc.; works to resolve any 

item/issue that is within the scope of ability/authority.  Creates reports for the Airport Manager 

identifying items/issues/problems, solutions/proposed solutions, and any resolution(s).  

 

--Reviews and analyzes ideas, suggestions, etc., for new programs, customer service initiatives, 

or improvements to improve the customer experience.  Coordinates review with staff at the 

Airport’s Information Booths to learn about common questions/complaints/ suggestions from 

passengers traveling through the Airport.  Creates complete presentation for Airport Manager’s 

consideration.  If approved, works with appropriate Department(s), etc., to implement. 

 

--Assists managers in presentations to private, civic, aeronautical groups, as requested. 
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--Organizes and plans events in facilities within the Airport; coordinates efforts with affected 

Departments. 

 

--Attends Airline Management Council or other meetings to understand the relationship(s) 

among airport partners such as airlines, Transportation Security Administration  (TSA), 

concessions, etc. 

 

--Works with the Organization Development Program Coordinator (Coordinator) in the Office of 

Human Resources and the assigned Functional Manager (Manager) in the Office of the Airport 

Manager in the creation of an individual development and performance plan.  Identifies 

weaknesses and strengths in education/training and experience, and creates an 18-month plan. 

Participates in quarterly reviews of performance. 

 

--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 

executives, managers, supervisors, professionals, and support staff), and occasionally 

vendors/suppliers/tenants, airport users, and the general public. 

 

--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 (Internet use); (b) enterprise system/software for 

purchasing, time and attendance reporting, and other functions, and (c) specialty 

systems/software used in the office of the Vice President and Airport Manager.   

 

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

meetings, visit job 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 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. Two years (24 months) of progressively responsible work experience in airport operations/ 

administration/etc. including work in a range of the DUTIES in this job description, 

including (a)  work in the operational areas of an airport, (b) working with groups providing 

maintenance or construction services to an airport and ensuring work does not impede 

airport operations, (c) working with the business and customer service areas of an airport. 
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A Master’s Degree in Aviation Management, Aerospace Engineering, Airway Science, 

Aviation, or a similar airport- or aviation-focused field of study may be substituted for the 

two years of experience. 

 

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. Master’s Degree in Aviation Management, Aerospace Engineering, Airway Science, 

Aviation, or a similar airport- or aviation-focused field of study. 

 

2. Ramp Control Operations experience. 

 

3. General Aviation Aircraft pilot’s license.  

 

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 the principles, practices, and procedures of Airport Management to provide 

effective airport support services respond to problems and resolve complaints, take 

appropriate corrective actions and respond to and effectively manage emergencies and ensure 

that the Office’s plans complement the objectives/plans of the Airport. 

 

2. Knowledge of aircraft operations sufficient to evaluate aircraft and air traffic requirements in 

relation to runway take-off, landing, and taxiing conditions and to make timely and 

appropriate action to avoid situations that might adversely impact safe operations. 

  

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 planning one’s own work consistent with 

assignments, priorities and other guides and applying principles to solve problems involving 

many variables; and reviewing or preparing reports of basic to moderate complexity. 

 

4. Knowledge of air traffic rules, procedures, and facilities, and of physical airfield and aircraft 

characteristics, to plan and program airfield improvements at DCA or IAD. 

 

5. Knowledge of traffic engineering, transportation management, and transportation economics 

to plan landside transportation at DCA or IAD. 
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6. Knowledge of customer service principles and techniques and quality assurance to identify 

and analyze customer concerns, resolve customer problems in service deliver and 

troubleshoot and solve routine and non-routine customer complaints.   

 

7. Knowledge of the airport, key business and political issues, working relationship with the 

other airport, Public Safety and Airports Authority consolidated functions, the functions and 

baseline concerns of air carriers, tenants, concessionaires, and other entities and customer 

service, altogether to provide effective program management or assistance and support to the 

Airport Manager.  

 

8. Skill in written communication to understand written information (facts, descriptions, ideas, 

concepts, conflicting arguments, and assertions) and to express such information in writing 

so that others will understand. Examples include reading and preparing and evaluating 

suggestions, complaints, documents, and responding to written inquiries.  

 

9. Skill in oral communication to understand verbal information (including facts, descriptions, 

ideas, concepts, conflicting arguments, and assertions) and to express such information orally 

so that others will understand. This includes discussing technical and non-technical issues 

and alternatives; and gaining acceptance of proposals/plans and exchanging routine and non-

routine information with airlines, tenants,  and others. 

 

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

communicate (email); plan; schedule; word process: prepare and develop reports; and 

perform research (Internet use);  (b) enterprise systems/software for time and attendance 

reporting, and other functions; and (c) specialty systems/software used in the DUTIES. 

 

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

service-oriented manner. 

 

12. 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. 

   

  

RESPONSIBILITY  In this developmental position is responsible for performing assigned 

functions within the Office of Airport Manager.  Work assists the Airport Manager and staff in 

completing their work. 

 

Reports to assigned supervisor/manager within the Office of the Airport Manager (Supervisor) 

who makes assignments in terms of defined functions or objectives.  Incumbent obtains 

assistance/guidance on new or unusual matters.  The incumbent plans, designs, and carries out 

basic work independently within instructions and established guidelines; incumbent and 

Supervisor develop a mutually acceptable project plans which typically identifies  the work to be 

done, the project's scope, and deadlines for its completion.  The incumbent keeps the Supervisor 

informed of progress and problems through conversations, memos, reports, and, as necessary, 
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formal presentations.  In all work, the incumbent balances a number of considerations and 

standards/requirements and the Airports Authority policy objectives and technical requirements.  

Work is typically reviewed in terms of quantity, quality, timeliness, customer service, teamwork, 

adherence to guidelines, and other factors, including specific performance management 

requirements. 

 

Guidelines and references include the Airports Use and Lease Agreement, FAA Advisory 

Circulars, orders, and handbooks; Federal and state plans and reports on demographics and 

traffic; references on zoning, cargo, utilities, airline service requirements, and related issues; the 

IAD and DCA Master Plans, Airports Authority budget documents;  and Federal or other laws or 

standards on transportation, and access (e.g., the Americans with Disabilities Act).  The 

incumbent uses judgment in selecting, adapting, and applying appropriate guidelines; seeks 

direction and assistance, as necessary.   

 

EFFORT  The work is primarily sedentary; incumbent may sit for extended periods while doing 

desk work, however, moves about to inspect the Airport complex, meet with tenants, airline 

representatives, etc.   Regularly uses a computer and other office machines. Often reviews plans, 

reports, and other written materials containing small print. Communicates by telephone 

frequently.  Expresses oneself clearly in formal presentations.  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. Visits various Airport sites and may be 

exposed to some adverse weather conditions. Wears hard hat and other personal protective 

equipment/clothing, as needed at a work/construction site.  May be  subject to job pressures 

related to working on a large number of diverse issues, sudden reprioritizing of deadlines, and 

managing considerations that impinge on technical work. 

 

OTHER SIGNIFICANT JOB ASPECTS  None. 

 

 


