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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, Human Resources Information System 

(HRIS) in the Office of Human Resources and Administrative Services (Office), Metropolitan 

Washington Airports Authority (Airports Authority).  Leads a team in performing the day-to-day 

administration and strategic program management of the HRIS functions as well as the 

maintenance, storage, retrieval, and security of official personnel files (OPFs).  Ensures official 

personnel actions are done in compliance with applicable regulations and established Airports 

Authority policies, procedures, and guidelines.  Ensures the HRIS is functional/operational, 

effective, and in alignment/compliance with all applicable Federal and state regulations and with 

current Airports Authority Human Resources (HR) policies, procedures, guidelines and Airports 

Authority goals and objectives.  Serves as liaison among HRIS users: HR (including Benefits 

and Retirement, Compensation, Employee/Labor Relations, Organization Development, and 

Staffing), Payroll, and Finance.  Performs related functions. 

 

Through subordinate staff and consultants, or personally, and in collaboration with the Vice 

President for Human Resources and Administrative Services: 

 

--Receives, reviews, and ensures accurate processing of all Requests for Personnel Action 

(RPAs), which are most often requested by Form PE-10 (Request for Personnel Action).  Enters 

the RPAs into the tracking log. Ensures the RPAs are filled out correctly; have all applicable 

data/signatures, current/up-to-date information, and are in compliance with the Airports 

Authority HR policies and procedures regarding personnel actions; that the RPAs are routed 

through the appropriate departments/staff; the necessary clearances and supporting 

documentation have been obtained; and that completed actions are entered into the HRIS in a 

timely fashion.  Ensures RPAs are logged out of the tracking log when information is entered 

into the HRIS and verified.  Returns RPAs with incomplete/incorrect information to originating 

Office/department for correction; may correct the information with appropriate notations 

informing the submitting Office/department of changes.  Conducts audits and reviews of 

information to ensure data integrity and compliance with all regulations policies, practices and 

operating procedures.   

 

--Ensures production of official personnel actions as documented on Forms PE-15 (Official 

Personnel Action). Troubleshoots, analyzes, detects, identifies, and corrects problems.  Exercises 

authority, from both HRIS and HR records perspectives, over data elements in final personnel 

actions by ensuring accuracy of data elements on official HR forms (electronic and paper) 

through before- and after-processing reviews of Official Personnel Actions compared to RPAs. 

 

--Oversees the development, maintenance, and integrity of internal database files and tables 

including setting up new job numbers.  Sets up, maintains, manipulates, and enhances internal 

database files and tables.  Monitors the system for problems; identifies problems/issues and 

works to resolve them and unexpected results or process flaws, implementing necessary repairs 

and corrective and/or preventive actions.  Performs group data updates, exports, imports, clean-

ups, and researches and reports on any data discrepancies.  Performs scheduled maintenance 

activities to ensure system and data integrity and continued production capability.     
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--Conducts internal audits and reviews of the HRIS by running queries and analyzing data to 

ensure data integrity and compliance.  Analyzes HR data (e.g., Compensation, Employment, 

Employee Relations, Benefits and Retirement, and Training), contained in the HRIS.  Identifies 

needed corrective action(s) and corrects or oversees the correction of information, tables, etc., as 

necessary.  Maintains the integrity and coding of employee data.  Reviews data input and output 

reporting for accuracy, clarity, completeness, and to ensure data integrity.  Monitors and 

improves data collection and reporting procedures for efficiency and to ensure information is 

available on a timely basis. 

 

--Prepares workflow analysis of manual processes for possible conversion to automated systems 

or inclusion in the HRIS. 

 

--Reviews existing HRIS operations to ensure Airports Authority, Office, and employee needs 

and objectives are being met. Researches and analyzes existing system and policies and 

recommends, plans, and implements/integrates new business processes and procedures/ 

enhancements and/or revisions to the HRIS to ensure maximum utilization of current and/or 

future resources, effective daily operations, management support, and user services and to 

improve system functionality (the capture, retrieval, and reporting of employee data for timely 

response to manager/supervisor and employee inquiries, and to enhance the data needed for 

technical analysis and management decision making).   

 

--Updates HRIS files, as necessary, such as yearly changes in salary structures. Manages and 

designs the mapping of all HRIS tables to ensure accurate data capture that promotes prudent 

compliance and enables comprehensive reporting.  Focuses on metrics and analytics to create 

reports and dashboards, as required, to support the Airports Authority as a whole.  Assists in the 

development of various reporting tools and/or scorecards for review of the Human Resources 

organization metrics. 

 

--Creates, generates, modifies, maintains, and delivers routine daily/weekly/monthly reports and 

responds to ad hoc data requests from HR, Airports Authority management, employees, and 

retirees for a variety of reports and queries utilizing appropriate reporting tools.  Works with 

other Airports Authority Offices in gathering any additional data needed for reports such as the 

monthly Position Control Report.  Reviews report requests for compliance with internal controls 

related to HRIS and Payroll data. Responds accurately and in a timely fashion to Federal or state 

regulatory requests for information such as recurring U.S. Bureau of Labor Statistics 

employment reports, statistical reports for the Affirmative Action Program (AAP) annual update, 

data to support internal and external audit requests, as well as complex reports for Human 

Resources, Payroll, and other areas.   

 

--Functions as Project Manager for HRIS upgrades and projects.  Provides project management 

of initiatives involving HRIS. Manages vendor relationships with the HRIS vendor and 

employment verification vendor.  Coordinates activities of outsourced providers as they pertain 

to HRIS. Defines system requirements (directs the design, selection, and implementation or 

modification of HRIS or other HR computer solutions) and works closely with vendor in the 

provision of interfaces for all functions including related talent management, compensation, and 

other functions.  Leads system upgrades and patches through user acceptance testing, reporting, 
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and analysis of changes and ensures efficient operation and integration of modifications of HRIS 

systems, interfaces, and updates.  Ensures all changes maximize the use of technology and add 

value to the organization. 

 

--Leads a Joint Task Force (JTF) of internal stakeholders (including Benefits, Compensation, 

Finance/Accounting, Payroll, and contractors) concerning HRIS and payroll system.  Assists in 

the review, testing and implementation of modifications, patches, upgrades, and conversions.  

Serves as facilitator for JTF meetings by identifying issues, setting agendas, leading meetings 

and assigning tasks. 

 

--Acts as point person in the evaluation of a new HRIS system or an upgrade to the existing 

system.  Evaluates, for the purpose of converting to a new system, systems in a cost effective 

manner, including hardware and software options when user applications expand and/or  provide 

higher performance capabilities. 

 

--Creates user accounts and identifies and provides individual and group training needs for HRIS 

users at all levels.  Provides direction, guidance and training to HRIS team members, HR users, 

and other Airports Authority staff to increase knowledge and proficiency in tool usage. Identifies 

learning objectives, selects/develops materials, and evaluates training effectiveness for formal 

and/or informal training sessions. 

 

--Trains or monitors training delivery for employee use of HRIS self service areas for time and 

attendance reporting, selection of benefits, and maintenance of personal, banking, and pay 

withholding information during new hire onboarding.  Provides additional training as necessary 

during Benefits Open Enrollment, when a qualifying event occurs, and to change Payroll 

information such as name and address change, withholding exemption changes or check 

distribution. 

 

--Reviews requests for access to HRIS data, determines if and what access is needed, creates user 

accounts, and trains employees requiring access to HRIS data in the performance of their jobs, 

e.g., employees in Human Resources, Payroll, Risk Management, Budget, Equal Opportunity 

Programs, etc.  Instructs user employees in how to access and run updated existing reports; may 

create ad hoc or recurring reports for a user.  Trains user employees and new system users on 

new processes/functionality. Resets passwords, as necessary. 

 

--Serves as the key technical focal point within the Office for business process review (BPR) and 

enterprise resource program (ERP) issues affecting the HRIS.  Working with BPR and ERP 

personnel and coordinating with key HR and payroll stakeholders (such as the HR department 

managers and the Payroll Program Manager), provides facts concerning HRIS technical 

capabilities and HRIS daily operational wants and needs, identifies the impact of process change 

options, comments on system solutions other than HRIS, and otherwise supports the BPR and 

ERP teams.  

 

--Acts as primary contact for assigned functions with outside organizations or other Offices and 

Departments; responds to technical administrative questions and ensures necessary follow up. 

Partners with the Office of Technology and other Airports Authority Offices and vendors having 
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accesses to aspects of the HRIS such as retirement, benefits, and employee verification vendor(s) 

to ensure alignment of the existing system (and any other future HR technologies) with other 

Office of Technology systems/technologies/requirements (interfaces, security, infrastructure, 

etc.) as well as the installation and maintenance of automated equipment requiring interface with 

the HRIS.  Works with the Office of Audit and Internal Controls and Compliance Department to 

ensure security controls to safeguard HRIS information are in place and working. 

 

--Serves as Contracting Officer’s Technical Representative (COTR) for the HRIS vendor and 

employment verification vendor.  Coordinates with the Contracting Officer and the system 

vendor/service provider; writes statements of work or task orders, etc.  Reviews the work of 

contractor(s) and certifies invoices for payment.   

 

--Develops, implements, and maintains manuals, policies and procedures, guidelines, and 

documentation necessary to obtain, record, process, and protect employee and Airports Authority 

information in HRIS in accordance with applicable laws, rules and regulations.  Develops user 

friendly manuals, procedures, guidelines, and documentation regarding the HRIS.  Ensures 

accurate documentation process manuals are designed and updated for all HRIS processes. 

  

--Updates information technology skills applicable to, and keeps abreast of, technical and 

regulatory developments affecting the programs and operations managed. 

 

--Manages the maintenance, storage, retrieval, and security of official personnel files (OPFs) and 

employees' and retirees’ benefits files, medical files, and related confidential data maintained by 

the Office. Safeguards OPFs and medical files, ensures that files and data are maintained in a 

secure and confidential manner; protects confidentiality of personal information and notifies 

management of any potential breach of sensitive information.  Exercises independent and ethical 

judgment in the dissemination and use of ‘protected’ information as dictated by Airports 

Authority's policies and procedures as well as state and Federal regulations covering the Health 

Insurance Portability and Accountability Act (HIPAA), applicable aspects of the Sarbanes-Oxley 

Act (SOX), the employment provisions of the Americans with Disabilities Act (ADA), etc.  

Recommends policy and procedures regarding file and data preparation, usage, access, and 

storage.  

 

--Manages the Staffing and Records Services Record Retention program.  Ensures that files are 

purged from the offsite storage in a manner that is consistent with applicable laws, regulations, 

and Airports Authority policy.  Recommends policy regarding records retention.  

 

--Administers and maintains the Office intranet pages in conjunction with the Office of 

Technology.  Ensures the accuracy of information and coordinates changes and updates with HR 

managerial staff to make certain that additions and changes meet Airports Authority HR policies 

and applicable Federal and state laws, rules, and regulations. 

 

--Performs as HRIS Technician when necessary: 

 

Processes employee and retiree data and employee and retiree records to ensure continuous 

daily operations and customer services.  Maintains individual Official Personnel Folder 
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(OPF) for each Airports Authority employee to include the following employee status:  

active, separated, retired, deceased, etc.  Provides customer service regarding employee data, 

OPF access and other information and documents maintained or in process consistent with 

privacy, confidentiality and information security requirements and standards.  Reviews RPAs 

and Service Request Forms (SRFs) to ensure information is accurate and proper authorization 

has been obtained prior to inputting data. Notifies managers/supervisors when new hire and 

supervisory probationary period dates approach and employees need to be approved for 

continuation of employment/appointment in the position. Keeps track of overdue 

documentation and sends reminders to management. May activate or write coded queries or 

reports to extract specific information from the HRIS automated database to generate reports 

and retrieve employee or retiree data. 

 

--May develop and make formal presentations regarding the HRIS. 

 

--Operates a motor vehicle, on and off the airport complexes, to attend meetings, consult with 

employees/managers, visit contractors, 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), retirees, service 

providers, vendors, and suppliers. 

 

--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 perform research (includes Internet use to search out new 

products and technologies and keep up with technology), (b) enterprise system/software for 

requisitioning, budgeting, time and attendance reporting, and for human resources and payroll 

processing, and (c) special systems/software used in the Office. 

 

--*Performs other duties as assigned or as determined on own initiative.*  

 

MANAGERIAL AND SUPERVISORY DUTIES: In the context of team functions and 

operations, provides:  

 

Organizational Planning Establishes 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 systems to assist in achieving goals. 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 
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EEO requirements.  

 

Program Evaluation Reviews program quality and progress toward achieving goals 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 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. Seven years of progressively responsible experience that includes substantive work in most 

of the DUTIES in this job description, to include: (a) applying generally-accepted principles 

and practices in public sector (i) HR management, including basics and critical elements of 

employment, compensation and benefits processing and (ii) payroll management, altogether 

to help ensure effective, compliant and customer service-oriented workflow in personnel 

action processing and HRIS processes; (b) reviewing/processing official personnel actions to 

ensure clarity, completeness and adherence to policies and procedures; (c) reviewing/ 

creating/maintaining/correcting/purging HRIS records; (d) managing/conducting HRIS 

database operations including database design, structure, functions, processes, and reports 

and queries using Crystal Reports, SQL, or a propriety HRIS tool; (e) reviewing/creating/ 

maintaining/correcting/purging official personnel folders; (f) conducting HRIS data audits 

and analysis; and (g) safeguarding HRIS- and OPF-based data, as well official personnel 

documents,  in compliance with Federal/state/local regulations, employer-specific policies 

and procedures and ‘best practices.’ 

 

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

up to two years of these seven years of experience.  For example, a master’s degree in any 

field providing a strong foundation for performance of the DUTIES in this job description 

may be substituted for two years of these seven years of experience. 

 

3. Education, experience or training indicating the ability to perform successfully as a first 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. 
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1. Bachelor’s Degree in Human Resources Management, Computer Science, Management 

Information Systems, or Business or Public Administration.   

 

2. Certification as a Human Resources Information Professional (HRIP) from the International 

Association for Human Resource Information Management, Certified Professional (SHRM-

CP) or Senior Certified Professional (SHRM-SCP) from the Society of Human Resources 

Management, Senior Professional in Human Resources (SPHR), from the Human Resources 

Certification Institute, or an equivalent certification. 

 

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 of the unit/team, administer the Airports Authority's HRIS, manage 

HR records, and to perform supervisory functions. 

 

2. Comprehensive professional knowledge of the concepts, principles and procedures applicable 

to the full range of human resources management functions (Employment, Benefits and 

Retirement, Compensation, Employee/Labor Relations, Organization Development, and HR 

Records Management) to ensure compliance in the operations of the HRIS functions and to 

help bring about comprehensive, integrated, technically excellent and practical HRIS 

systems. 

 

3. Knowledge of key Human Resources regulatory requirements affecting HRIS management 

and HR records management especially employee privacy, data security and confidentiality, 

such as the employment provisions of the Americans With Disabilities Act (ADA) and Title 

VII of the Civil Rights Act, the Health Insurance Portability and Accountability Act 

(HIPAA), the Family Medical Leave Act (FMLA), the Age Discrimination in Employment 

Act (ADEA) and the Immigration Reform and Control Act (IRCA), to help ensure legal 

compliance of programs and operations managed. 

 

4. Knowledge of the principles of automated information systems, database management and 

specific application of the Airports Authority’s HRIS, as well as modern office software 

suites (such as MS Office) to manage, help enhance and help integrate the HRIS with other 

Airports Authority systems, work on BPR and ERP issues affecting the HRIS, ensure timely 

provision of accurate and complete HR information to users and perform related functions. 

This includes skill in developing HR reports and querying the HRIS using appropriate 

reporting tools (such as SQL and Crystal Reports) and using Access/similar databases and 

other HR information technology tools. 
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5. Skill in problem solving to select, organize and logically process relevant information 

(verbal, numerical or abstract) to solve a problem.  This includes ability to recognize subtle 

aspects of problems, identify relevant information and make balanced recommendations and 

decisions. Examples include ensuring data integrity in the HRIS and reviewing and certifying 

information on Requests for Personnel Action forms. 

 

6. 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), develop reports, and perform research (using 

the Internet);  (b) enterprise system/software for requisitioning, budgeting, time and 

attendance reporting, and for human resources and payroll processing, and (c) special 

systems/software used in the Office. 

 

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

and to express such information verbally so that others will understand.  This includes skill in 

encouraging effective communication by others, including HRIS stakeholders.  Examples 

include leading meetings, providing training, giving presentations, and exchanging routine 

and non-routine information with customers.  

 

8. Skill in written communication and ability 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. This includes 

developing statements of work, reports and training materials and reviewing the written work 

of others. Examples include carefully describing issues, options and solutions, paying 

attention to detail in HR codes and descriptors, ensuring accuracy of data in the HRIS and on 

RPAs and other forms, and reading, interpreting, and applying complex technical 

documentation. 

 

9. Basic knowledge of accounting as it relates to budgeting and payroll functions/processing to 

ensure HRIS information and actions are complete and accurate.  

 

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

service-oriented manner. 

 

RESPONSIBILITY  Is responsible for managing the Human Resource Information System and 

the Human Resources records program including entering information into the System, 

producing timely and accurate Official Personnel Actions, and safeguarding employee/personnel 

data and medical records. The work impacts accuracy and confidentiality of personnel 

records/information, timeliness of pay actions, the daily, mid- and long-term HR information 

services to managers and employees, and facilitates enhancement of core HR services.  

 

Reports to the Vice President for Human Resources and Administrative Services (Supervisor).  

Most work flows to the incumbent as a result of assigned functions, processes, programmatic 

objectives, and priorities or are self-generated due to the fact that the incumbent is the technical 

focal point for the Airports Authority’s HRIS system.  Other work is typically in the form of 

special assignments and projects (including the investigation of a possible replacement for the 
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existing Ceridian system) which are typically given in terms of scope, key issues, available 

budget, timelines and other factors.  Manages HRIS operations independently on a daily basis.  

Identifies and analyzes issues involving information wants and needs (some of which may be 

conflicting), information technology solutions/costs and systems of procedures, weighs options 

and presents recommendations with costs and other implications.  Follows set procedures and 

pays close attention to details as work involves employee records and pay.  Technical aspects of 

HRIS work are expected to be accurate and thorough; incumbent is expected to solve problems 

on own by consulting a wide variety of reference materials (such as staffing charts, job 

descriptions, pay schedules, Human Resources program documentation, dictionary, technical and 

software manuals, etc.), staff in other units (such as Payroll and Compensation), etc.  Keeps the 

Supervisor informed of systemic and operational status, problems and issues.  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 include, but are not limited to, HRIS technical manuals, processing manuals, and 

training documents; generally accepted human resources concepts, principles, and practices; 

established Airports Authority and Office of HR policies, procedures, and program documents 

(including EEO principles and requirements); Federal and state regulatory requirements affecting 

program management and operations (such as the ADA, HIPAA, FMLA, ADEA and IRCA), etc.  

The incumbent adheres to guidelines that specify legal and regulatory requirements, Airports 

Authority procedures, HR codes, personnel action descriptors, etc.,  (such as those regarding 

employee pay) and uses judgment and initiative to propose, develop, adapt, or adjust guidelines 

as necessary and appropriate which will further the operation of the HRIS area. 

 

EFFORT  The work is primarily sedentary.  Incumbent may sit for extended periods while 

performing  desk work; moves about regularly to retrieve files and visit other offices to 

coordinate work.  Continuously uses a computer for various applications.  Communicates by 

telephone and email.  Reviews documents and reference materials such as computer reports, and 

technical manuals containing small print.  Concentrates for long periods on printouts and reports 

that contain numeric information in charts, tables and other forms. Regularly opens and closes 

file drawers, moves official personal files and performs similar activities.  In driving, operates 

vehicle using judgment in consideration of weather, traffic and other factors. 

 

WORKING CONDITIONS  Works primarily in an adequately lighted, adequately ventilated 

and temperature controlled office or conference rooms.  Works within cyclical deadlines and 

under other time pressures such as payroll closings, year-end reporting deadlines, and changing 

priorities. 

 

OTHER SIGNIFICANT JOB ASPECTS Must maintain vigilance to safeguard proprietary 

Airports Authority and employee data/information and prevent unauthorized access to, or 

disclosure of, any and all confidential information.  

 


