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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 Department of Procurement and 

Contracts (Department) in the Office of Finance at the Metropolitan Washington Airports 

Authority (Airports Authority).  Serves as a first level Management Intern which is intended to 

lead to work as a Contracting Officer upon the successful completion of the Internship. 

Procurements and contracts cover architect/engineering (A&E) and construction projects, 

consulting, supply/service contracts, leasing and maintenance agreements, and Simplified 

Acquisitions (placement of orders under established contracts [Purchase Orders (POs), 

delivery orders, P-Card purchases (on rare occasion), etc.], oral ordering, buying off 

State/Federal schedules) for Ronald Reagan Washington National Airport (DCA), Washington 

Dulles International Airport (IAD), the Dulles Toll Road, and the construction of the Dulles 

Metrorail Project.  The work typically involves learning while performing a range of purchasing 

duties and involves acquiring and improving knowledge and skills.  As experience is gained and 

ability to handle complex assignments is demonstrated, more complex/varied work is assigned 

and independent purchasing/contracting authority is delegated/increased.  Performs related 

functions. 

  

DUTIES  Performs procurement duties under the direct supervision of a Contracting Officer or 

Contracts Manager while learning about procurement and contracting at the Airports Authority.  

Examples of duties include but are not limited to: 

 

--Creates and compiles electronic solicitation documents for all contract solicitations posted to 

the Contracting Opportunities Website.  Includes compiling documents in read-only formats like 

Adobe Acrobat, issuing electronic Amendments, and creating document CDs.   

 

--Reviews procurement requests, statements of work (SOWs), specifications, etc., submitted by 

requesting offices for conformance with Airports Authority procurement policy/regulation.  

Works with a Contracting Officer’s Technical Representative (COTR) to create a statement of 

work (SOW) and help finalize the evaluation factors. May assist in the technical evaluation of 

professional services contracts with a COTR.  Prepares a draft procurement plan after conferring 

with Airports Authority technical, legal, and equal opportunity personnel for review with 

Supervisor. 

 

--Assists in conducting market research to identify potential offerors that can satisfy solicitation 

requirements and meet Local Disadvantaged Business Enterprises (LDBE), Disadvantaged 

Business Enterprises (DBE), Minority Business Enterprises (MBE), and Women's Business 

Enterprises (WBE)  requirements. 

--Inserts specifications into a boilerplate contract document to prepare procurement contracts; 

assembles contract and related documents into a package for review and distribution, when 

approved. 

 

--Prepares abstract of offers (i.e., reviews proposals, checks for errors, enters into database, and 

forwards to contracting officer); retrieves financial and demographic information on contractors 
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from the Dun & Bradstreet industry database; processes bond calculation forms (i.e., runs computer 

query to retrieve bond cost data and prepares modification); and schedules Department 

appointments. 

 

--Provides potential contractors with website-related technical information and support and 

answers questions relating to current contracting opportunities and the solicitation process.  

Assists vendors/offerors in registering in the Department’s automated vendor database. 

 

--Works with COTR in preparing basic contract amendments covering changes in specifications 

and clarification of questions from offerors.   

--Performs aspects of contract closeout, including preparing modifications, obtaining clearance 

from Risk Management for outstanding insurance claims, requesting and receiving executed 

Contractor's Release of Claims, properly preparing contract files for closeout, and ensuring 

contracting officer approval for closeout. Monitors contract records, payment, and closeout 

schedules to ensure timely completion of required actions. Archives closed contracts. 

 

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

Human Resources 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), applicants, and occasionally 

vendors or suppliers. 

 

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

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

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

software for time and attendance reporting and other functions, and (c) specialty systems/software 

for various Department functions. 

 

--May operate a motor vehicle on and off the airport complexes, 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. 
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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 procurement or 

engineering, including (a) creating solicitation documents for contract solicitations; (b) 

working with COTRs in the development of SOW; (c) identifying potential offerors 

including disadvantaged and minority enterprises; and (d) designing and developing business 

applications.  

 

A Master’s Degree in Procurement or Engineering, or a related field 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. Experience with public procurement/contracting. 
 

2. Experience reading, interpreting or drafting engineering documents and plans; construction 

field related experience such as inspections. 
 

3. A Universal Public Procurement Certification Council (UPPCC) Procurement Certification, 

or another nationally or federally recognized procurement certification/credential. 

 

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. Basic knowledge of various types of contracts (such as firm-fixed-price and fixed unit price, 

work order, and cost reimbursement) and methods of contracting (such as RFPs, RFQs, and 

IFBs) to assist in planning strategies to contract for goods and services. 

 

2. Basic knowledge of generally accepted contracting principles, policies, and procedures for 

full and open competition in the procurement process applicable to pre-award and post-award 

actions;   

and of associated Airports Authority-specific requirements, altogether to assist in the 

issuance of solicitations, evaluate contract offers for responsiveness, award contracts, and 

negotiate modifications and claims.  

 

3. Basic knowledge of the requirements and procedures of Local Disadvantaged Business 

Enterprises (LDBE), Disadvantaged Business Enterprises (DBE), Minority Business 
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Enterprises (MBE), and Women's Business Enterprises (WBE) programs of the Airports 

Authority, the Owner Controlled Insurance Program (OCIP) of the Airports Authority; 

accounting basics, altogether to explain standard procedures, to determine applicable contract 

provisions, and coordinate with other offices. 

 

4. 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 or decisions. Examples include planning one’s own work consistent 

with assignments, priorities and other guides; determining the method of procurement, 

conducting research on various issues; and reviewing the content of proposals by offerors 

and sole source justifications by Airports Authority offices. 

 

5. Skill in oral communication to understand verbal information (facts, assertions and ideas) and to 

express such information verbally so that others will understand and in certain circumstances be 

convinced and/or persuaded.  This includes skill in encouraging effective oral communication 

by others concerning procurement and/or engineering issues and their wants and needs. 

Examples include working with the Accounts Payable function and contractors in the resolution 

of payment issues and explaining programmatic objectives, processes. 

 

6. Skill in written communication to understand written information (facts, assertions, and 

ideas), 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 and/or persuaded.  This includes skill in preparing solicitation documents, 

reviewing proposals of offerors for responsiveness, reviewing sole source justifications, 

documenting procurement data, and engineering plans and documentation. 

 

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

customer service-oriented manner.  This includes skill in developing and maintaining 

relationships with key stakeholders, such as, but not limited to, those involved in contracting 

and accounting, to ensure effective planning, execution of work, and customer service 

satisfaction. 
 

8. 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 

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

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

systems/software used in the Department. 
 

9. Skill in managing multiple purchases concurrently and in ensuring coordination and 

integration among related efforts. This includes attention to detail in planning and 

scheduling. 
 

10. 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. 
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RESPONSIBILITY  In this developmental position, incumbent is responsible for performing 

purchasing functions for procurements, as assigned, while building knowledge and skills. Is 

delegated award authority of a limited dollar amount, which is subject to a review and approval 

process and increases as experience is gained and increased knowledge, skills and abilities are 

demonstrated. The work directly impacts fair and open competition and the cost, quality and 

consistency of goods and services provided on contract to the Airports Authority. 

 

Typically reports to a Contracts Manager (Supervisor), however, may be assigned to work with a 

Contracting Officer.  Supervisor or designee makes assignments in terms of defined functions or 

objectives indicating overall priorities and provides special instructions, as needed. The 

incumbent works within established guidelines, procedures, and knowledge on a day-to-day 

basis while keeping the Supervisor informed of problems and possible issues. Procurement 

plans are typically discussed with the Supervisor in detail. Completed contract documents 

(such as solicitations, amendments, awards, modifications, and correspondence) are reviewed 

by the Supervisor or Department Manager/Deputy for sufficiency and conformance to policy 

prior to issuance. Completed work is reviewed in terms of providing a viable procurement 

approach for meeting established objectives, accuracy, adequacy, timeliness of submissions, 

conformance with established contracting policies and procedures, sufficiency of 

documentation, customer service, and such other factors as specific performance management 

goals and measurements. 

 

Guidelines include the Airports Authority's Contracting Manual and related policies and 

procedures; Federal Acquisition Regulation (FAR); Federal Transit Authority (FTA) Third 

Party Contracting Guidelines; Airports Authority Equal Opportunity Program principals and 

requirements (EEO and equal contracting programs, such as LDBE, DBE, WBE, and MBE 

programs); Federal Aviation Administration (FAA) Airport Improvement Program (AIP) 

guides; the Thomas Register, Dunn & Bradstreet, vendor periodicals and publications; project 

plans and specifications; and instructions/guidance from Supervisor. The incumbent uses 

judgment and initiative in selecting and applying the appropriate guidelines to plan the 

contacting steps, coordinate the procurement process with the COTRs and appropriate Airports 

Authority technical staff, contractor representatives, etc., and to make recommendations 

concerning claims and disputes (to the Airports Authority’s advantage and benefit), in 

coordination with the Supervisor.  When multiple guidelines are present or conflict, or specific 

guidelines are not present or clear, the incumbent consults Supervisor or Contracting Officer in 

selecting and applying the most applicable guidelines and in devising terms and conditions 

tailored to the specific procurements.   

 

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 to obtain or distribute work 

materials, meet with people, etc. Regularly uses a computer to develop reports, analyze cost 

proposals and perform other tasks; operates other office equipment. Frequently exchanges 

information by telephone. Regularly reviews contracts and regulations containing small print. In 

driving, operates vehicle using judgment in consideration of weather, traffic and other factors. 
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WORKING CONDITIONS  Works primarily in an adequately lighted, ventilated and 

temperature controlled office and conference rooms.  May experience some job pressure from 

tight deadlines, changing priorities or business conflicts with contractors and claimants.  May be 

exposed to dust/grease/dirt when visiting work sites.  

 

OTHER SIGNIFICANT JOB ASPECTS A UPPCC Procurement Certification, or another 

nationally or federally recognized procurement certification is required within 18 months of 

placement in this job consistent with the certificating body’s eligibility standard(s), testing 

schedule(s) and other requirements (if any); certification must be maintained. 

 

 


