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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. 

 

FUNCTIONAL DUTIES  Serves as the Manager, Airport Administration Department, at 

Ronald Reagan Washington National Airport (DCA), Metropolitan Washington Airports 

Authority (Airports Authority).  Serves as the principal advisor to the Vice President and Airport 

Manager on all matters of business, leasing, financial and administrative activities at DCA, 

including the impact of the Airports Authority’s Aviation Capital Construction Program (CCP), 

Aviation Capital Operating and Maintenance Investment Program (COMIP), Aviation Operation 

and Maintenance Program (O&M), and other projects on contract administration/business 

management activities.  Makes key decisions regarding all functions of the Department and 

serves as the Airports Authority’s Contracting Officer for parking, ground transportation and 

Fixed Base Operator Concession Contracts, lease agreements relating to the development of 

commercial buildings and facilities, and Airports terminal and building space.  Plans, budgets 

and manages Department activities based on technical and managerial analyses.  Performs 

related functions. 

Through subordinate organizations, staff and consultants, or personally, and in collaboration with 

the Vice President and Airport Manager, other executives and key staff throughout the Airports 

Authority: 

 

--Provides on-site business and commercial focus at DCA for the airlines, concessionaires, 

tenants, and contractors.  Participates with other senior Airports Authority managers in the 

development of long-range business planning, policies and procedures affecting financial 

practices and revenues at the Airports Authority, including strategies, covering long periods of 

time, for the commercial use of land and development of facilities in relation to the CCP and 

COMIP.   

 

--Advises the Vice President and Airport Manager on all aspects of business, financial, and 

administrative activities at the Airport.  Recommends policy with respect to current or planned 

business strategy, coordinates activities/program responsibility with appropriate Airports 

Authority offices and represents the interests of the Airport to the President and CEO and other 

decision makers (e.g., the Board of Directors), as appropriate.  Develops strategic plans for the 

improvement and operation of the Airport together with fellow Airport Department Managers 

and the Vice President.   

 

--Serves as Contracting Officer for ground transportation services, rental car services and 

facilities, fixed base operator services and facilities, and parking facility management services as 

re-delegated by the Vice President and Airport Manager.  Prepares, negotiates, and executes 

agreements with airlines and tenants for the development of aircraft maintenance hangars, air 

cargo facilities, air mail facility, air traffic control tower, inflight kitchens, and other airport 

support buildings that are consistent with the DCA master plan and the CCP and COMIP.  

Provides input for the DCA master plan as related to the planning for the development of airline 

and tenant developed facilities.  Also negotiates with airlines for the lease of ticket counters, VIP 

clubs, departure rooms and aircraft gates and operations space, and for other airport terminal and 

building space under the provisions of the Airport Use Agreement and Premises Lease.  Leases 
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Airports Authority space and facilities to other airport tenants under individually prepared and 

negotiated lease agreements.  Coordinates activities with other Airports Authority offices, as 

appropriate. 

 

--Periodically reviews budget expenditures and reprogramming activities, and, as needed, 

provides guidance in developing standards and procedures that adhere to overall Airports 

Authority objectives and standards.  Prepares and presents budget plans to upper management for 

final approval. Provides guidance to subordinate managers and other staff on non-routine matters 

affecting Airports Authority revenues, expenses and resources.  Monitors operation of the 

Airport’s automated revenue control systems and accountability of Airports Authority cash and 

credit collections. 

 

--Directs and monitors activities for planning, negotiating, managing, evaluating and 

administering the operating and financial performance of revenue producing (landside) 

concession and management contracts, to include approval of contractor budgets, expenses and 

subcontracts, establishment of concessionaire performance goals, and proposals for changes to 

existing contractual agreements.  Participates in business and financial planning and negotiations 

for new concession agreements, as necessary.   

 

--Directs administrative management programs including the property management of a wide 

variety of Airports Authority equipment and assets.  Directs the operation and maintenance of 

the airport warehouse and human resource support and liaison functions. 

 

--Reviews proposals for the development of new administrative policies, procedures or programs 

within the Airports Authority (including human resource programs, budget planning, and 

property management).  Develops and/or approves a variety of technical and administrative 

policy documents, financial, budget, and planning reports, special letters and memoranda. 

 

--Keeps abreast of other Departmental activities so as to effectively substitute for the Vice 

President and Airport Manager in his/her absence and consolidate and integrate various Airport 

activities and programs. 

 

--Operates a vehicle, on and off the Airport complex, to attend meetings and perform related 

functions.  

 

--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 

officials, executives, managers, supervisors, professionals, and support staff); concession/ 

tenant/airline corporate officials; station managers, and staff; FAA, state and local government 

officials/staff; consultants; vendors and suppliers; and the general public, as necessary. 

 

--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 

requisitioning, budgeting, time and attendance reporting, payroll, and other functions; and (c) 

special systems/software used in the Department.  
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--*Performs other duties as assigned or as determined on own initiative.*  

 

MANAGERIAL AND SUPERVISORY DUTIES  In the context of Department operations 

provides: 

 

Organizational Planning  Establishes department structure and goals.  Develops program plans 

and milestones.  Assigns priorities.  Develops policies and procedures.  Projects budget 

requirements and allocates available resources. 

 

Program Direction  Communicates organizational goals.  Keeps employees and other managers 

informed.  Develops and establishes review and control systems to assist in achieving goals and 

results.  Reviews costs, manages fiscal resources and maintains control over assigned Airports 

Authority resources and assets. 

 

Human Resource Management  Selects, assigns, and develops employees.  Delegates and assigns 

work.  Evaluates employee performance and administers human resource management programs 

established by the Airports Authority.  Ensures the application of EEO principles and adheres to 

EEO requirements. 

 

Program Evaluation  Reviews program quality and progress toward achieving goals and program 

results on a periodic basis.  Takes corrective actions to maintain work progress on schedule, 

improve employee performance or modify program goals or operations, as appropriate. 

 

Critical features of this job are described in 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. Eight years of progressively responsible experience in business administration that includes 

substantive work in the DUTIES in this job description, to include (a) preparing, negotiating, 

managing, and executing agreements and contracts; (b) managing properties; (c) developing 

and implementing administrative programs and services; and (d) preparing and managing 

budgets and conducting financial analyses. 

 

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

MQ1 may be substituted for two of these eight years of experience provided the education 

and training provide evidence of the knowledge, skills, and abilities required to successfully 

perform the DUTIES in this job description.  One example is a master’s degree in any field 
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providing a strong foundation for successful performance of the DUTIES in this job 

description may be substituted for two of these eight years. 

 

3. Education, experience or training indicating the ability to perform successfully as a second 

level supervisor such as the ability to plan/assign/review work, deploy personnel, monitor 

work operations, obtain effective results and perform a full array of supervisory personnel 

functions. 

 

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. None  

 

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 Airports Authority management functions, policies and procedures, including 

EEO principles and requirements, and knowledge of supervisory principles, altogether to 

manage the operations and programs of the unit/team and to perform supervisory functions. 

 

2. Knowledge of Airports Authority policies and administrative procedures (such as budget, travel, 

human resources, and procurement etc.), to oversee assigned administrative functions at to 

plan, budget, and allocate resources for Airport operational needs; to prepare and review 

budget and inventory reports, financial analyses, formalized policies and procedures; to 

approve and monitor administrative operations, services, and recommendations, and to 

perform similar functions. 

 

3. Knowledge of Airports Authority  and DCA management structure and/or protocols, and 

general Airport procedures; the Airports Authority's business management objectives, 

strategies, financial and material management concepts, principles and practices; contracting 

principles and negotiation techniques, to serve as the principal advisor to the Vice President 

and Airport Manager on financial and business operations at the Airport. 

 

4. Comprehensive knowledge of Airports Authority regulations, directives, policies, objectives 

and procedures of Airports Authority's lease and concession contracting programs, industry 

best practices for commercial leasing and concession contracting, and the provisions of the 

Airports Authority’s Airport Use and Lease Agreements, to develop an effective business 

strategy, and plan for, negotiate and execute lease contracts for the development of airline 

and tenant commercial buildings and facilities, and to monitor the work of subordinates. 
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5. Comprehensive knowledge of Airports Authority regulations, directives, policies, objectives 

and procedures of the Airport’s Authority's lease and concession contracting programs, as 

well as general engineering requirements (coordination with and required permits, etc.), 

industry best practices for commercial leasing and concession contracting, and the provisions 

of the Airports Authority’s Airport Use and Lease Agreements, to develop an effective 

business strategy, and plan for, negotiate and execute lease contracts for the leasing of gates 

and airfield space to airlines. 

 

6. Skill in problem solving to select, organize and logically process relevant information 

(verbal, numerical, or abstract) to solve a program.  This includes the ability to recognize 

subtle aspects of problems and identify relevant information.  Examples include analyzing 

budget reports, lease agreements, and strategic business plans. 

 

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

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

understand and, at times, be convinced or persuaded.  This includes the ability to encourage 

oral communication by others.  Examples include conducting business meetings, working as 

part of the management team, negotiating contracts, and fostering communication regarding 

employee performance issues. 

 

8. 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 and, at times, be convinced or persuaded. This skill also includes reviewing the 

work of others. Examples include reviewing or preparing contractual language and 

documents; reviewing or writing Departmental reports and management policies; and 

reviewing reports and correspondence written by subordinate staff. 

 

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

service-oriented manner.  

 

10. Skill in using 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 requisitioning, budgeting, time and attendance reporting, payroll, and 

other functions; and (c) special systems/software used in the Department. 

 

RESPONSIBILITY Is responsible for directing all financial analysis, budgetary, human 

resource, business development and contract management, procurement, property management, 

and other administrative services at DCA.  Work has significant impact on the strategic and 

financial success of the Airport.   

 

Reports to the Vice President and Airport Manager, DCA (Supervisor).  Most work flows to the 

incumbent as a function of assigned responsibilities.  Special projects may be assigned in terms 

of resources, priorities and deadlines, with the specific approach and method of execution left to 

the incumbent.  The Supervisor provides broad objectives and policy guidance for recurring 
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assignments and, in consultation with the incumbent, brief instructions and time frames for 

special projects. Most work (including leadership of subordinates) is planned and accomplished 

independently. The incumbent collaborates with and keeps the Supervisor informed and typically 

elevates only highly complex or highly sensitive issues for assistance in resolution; initiative is 

expected. Completed work is expected to be technically accurate, and is typically subject to 

review only for effectiveness in meeting overall objectives (including, but not limited to, 

managerial effectiveness and operational efficiency). May substitute for the Vice President and 

Airport Manager in his/her absence. 

 

Guidelines include, but are not limited to, the Airport Use Agreement and Premises Lease; 

programs, operations and services of the Airport and of the airport industry; contracts under 

negotiation or in effect at DCA, the DCA Master Plan, Airports Authority Regulations and 

Directives (draft and established), previous, current and projected budget data, human resource 

policies, EEO principles and requirements, business plans, contracting manuals or standards 

(including small purchasing limitations).  The incumbent uses judgment in applying/adapting 

guidelines (or developing them) and deviating from established practices as required to 

accomplish essential functions. Uses judgment and initiative to identify, develop and recommend 

new systems (e.g., new financial management systems that ties business activity with contract 

administration functions, revenue collections, and business planning), and to accomplish 

established Department functions more efficiently.   

 

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

opening/closing file drawers, transporting contract files/documentation, and performing similar 

activities. Incumbent may sit for extended periods while performing desk work and using a 

computer. Often moves about the office and to other sites, including DCA, Washington Dulles 

International Airport (IAD) and the Corporate Office locations. Frequently uses telephone and 

other electronic equipment and operates other office equipment. Frequently reviews contract 

documents, financial reports, budget reports and analyses, staffing charts, inventory listings, 

management reports and other related documents that may contain small print. Communicates 

appropriately (articulation, tone, volume, intonation, wording, clarity and the like) in formal 

presentations.  In driving, safely operates vehicle using judgment based on weather, traffic and 

other factors.   

 

WORKING CONDITIONS Works primarily in an adequately lighted, ventilated and 

temperature controlled office setting and conference rooms. Is subject to job pressures and 

frustrations from changing priorities, schedule disruptions, budget complications, and contract 

negotiations. 

 

OTHER SIGNIFICANT JOB ASPECTS  None 


