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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, Operations, Technology, and Maintenance 

Division at the Dulles Toll Road (DTR), Metropolitan Washington Airports Authority (Airports 

Authority). Oversees the DTR Control Room, Operations Department, and Maintenance 

Department. Ensures all aspects of the facilities asset performance factors are in place to 

maintain safe and continuous 24/7 operations including, but not limited to, tracking roadway 

conditions, monitoring the toll collection revenue system, updating policies and procedures, and 

overseeing all contracts and contractors that support the operation of the DTR.  Performs related 

functions. 

Through subordinate organizations, staff, and contractors, or personally: 

--Uses Control Room monitoring equipment and communication systems to maintain continuous 

awareness of the condition of the roadway, including roadway conditions (accidents, lane 

closures, and weather factors) and toll collection system functions (lane degrades, toll collection 

machine malfunctions, and toll violations). Receives briefings from subordinate staff on roadway 

or system incidents requiring immediate attention.  

 

--Supervises the preventative and corrective maintenance of the toll system equipment. Notifies 

and coordinates with contractors and/or Washington Dulles International Airport (IAD) 

Department of Engineering and Maintenance to take equipment out of service and replace or 

repair the equipment. 

 

--Personally conducts visual roadway inspections on a routine basis. Notes roadway conditions 

that deviate from the standards set forth in Federal and state regulations; ensures roadway repairs 

are completed in a timely fashion. Coordinates with contractors and, if required, other Airports 

Authority Departments to make repairs.  

 

--Reviews and approves toll lane closure requests from contractors and other Airports Authority 

Departments. Evaluates potential conflicts of closures against DTR operations. Identifies most 

critical work, plans options and alternatives, and makes recommendations to the Manager, DTR 

Operations (Supervisor). Approves lane closure requests. Communicates lane closures with 

subordinate staff and ensures process for lane closure is understood and followed. 

 

--Monitors the toll collection revenue system. Tracks system malfunctions and errors; conducts 

system troubleshooting to determine cause and nature of problems (hardware, database, software, 

application programs, or control settings). Coordinates fixes with contractor and tests system 

changes to ensure repairs have been made. Provides recommendations on the development of 

system program changes and enhancements due to errors, failures, or changing business needs.   

 

--Manages contracts that support the operation of the DTR including, but not limited to, the toll 

collection system; roadway repairs; and toll equipment repairs. Oversees subordinate Contracting 

Officer’s Technical Representative (COTR); reviews Statements of Work (SOWs), prepares 

Independent Cost Estimate (ICE) documents related to contracts; and leads the Evaluation 
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Committee through the Request for Proposal (RFP) solicitation and award process. Coordinates 

with the Airports Authority's Procurement and Contracts Department and Budget Department, as 

well as the contractor's team, to ensure all contract deadlines and financial obligations are met in 

an efficient and timely manner. Monitors contractor's timeline and deliverables; approves or 

declines contractor invoices based on adherence to contract timeline. Assists in re-negotiating the 

contract based on the contractor's performance.  Maintains contract files to ensure that insurance, 

bonds, etc., are kept current for each contract; retains records, reports, and correspondence for 

each contract file for historical reference and to document consultant/contractor/performance. 

 

--Oversees all internal DTR emergency response plans (such as evacuation plans, winter snow 

duty, hazardous weather plans, etc.). Identifies need for new emergency plans; develops and 

implements procedures. During emergencies, oversees and directs employees’ efforts. Serves on, 

and represents the DTR, on internal Airports Authority and external Emergency Response 

Teams.  

 

--Conducts research and identifies trends and applicable tolling industry standards and business 

practices in order to evaluate consultant/contractor proposals; project the financial performance 

of consultants/contractors/vendors; and determine applicable performance measures, terms and 

conditions, payment provisions, scope of consultants/contractors/services, applicable insurance 

and indemnification provisions, etc., to be included in a goods/services/equipment contract.  

 

--Evaluates the overall financial and managerial performance of existing operations support 

(including on-site observations at points along the DTR), and proposes changes to terms and 

conditions and equipment/services/goods offered to meet changing DTR operations 

requirements, Airports Authority requirements, and customer expectations. 

 

--Serves as the DTR representative and tolling expert on governmental and community 

organizations such as, but not limited to, Virginia Toll Facilities Group, Tyson’s Corner/Silver 

Line Evacuation, Highway Noise Wall Replacement Project, Bridge Repair, and Host Computer 

Project.  Meets with leaders in the toll road industry, other toll roads, and other industries dealing 

with these same types of operational requirements in order to stay current with industry trends 

and business practices. 

 

--Provides input for required Board of Directors papers, reports, and presentations. Drafts issue 

papers and may brief Airports Authority senior management and committees, as appropriate. 

 

--Generates monthly toll collection revenue reports, system functioning reports, and other reports 

as appropriate. Prepares ad-hoc reports to investigate or support specific operations issues; 

provides follow up with daily or weekly reports as needed. 

 

--Provides input into Department budget including fleet allocation resources, contracting 

budgets; provides input into overall DTR budget, Dulles Corridor Operation and Maintenance 

(O&M) Program, and the Dulles Corridor Renewal and Replacement (R&R) Program budgets.  

 

--Reviews, revises, and issues internal DTR operational procedures and guidelines annually and 

as necessary.  
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--Ensures all training for operations staff is conducted, including mandatory training on CPR, 

safety, and hazardous work zone; Federal and Virginia laws governing the operation and 

maintenance of highways; and DTR-specific operational procedures.  

 

--Serves as DTR fleet manager and is responsible for all vehicles used for the DTR, such as 

pickup trucks, vault van, and safety patrol vehicles. Oversees the procurement of the vehicles; 

coordinates with vehicle users (such as the Dulles Police Command’s Safety Service Patrollers) 

to update vehicle specifications, receives and inspects new vehicles, and pays invoices upon final 

acceptance. Ensures regular maintenance is performed on the vehicles and quarterly logs of 

usage are tracked. Monitors gas usage and DTR transponder issuances. Coordinates assignment 

of portable radios and base stations. 

 

--May perform traffic analyses to support contract research or to determine changes to toll lane 

designation (such as permanently converting lanes from “Exact Change” to “EZ-Pass”). 

 

--May substitute for the Manager, Toll Road Operations Department, in his/her absence. 

 

--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); industry representatives; 

state and local government officials/staff; consultants/contractors; 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 conduct 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 such as the toll collection system.  

 

--Operates a vehicle to attend meetings and make on-site observations and inspections at various 

DTR sites. May be required to oversee contract road crews or take road temperature readings 

during snow events. 

 

--*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 
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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 high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training. 

 

2. Ten years of progressively responsible experience in any field that includes substantive work 

in the DUTIES in this job description, to include (a) managing roadway maintenance; (b) 

monitoring an electronic system that involves a relational database (including overseeing 

report generation, troubleshooting/enhancing systems, and quality assuring data, etc.); (c) 

preparing and managing contracts and contractors; and (d) developing and implementing 

administrative programs, services, and budgets. 

 

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

MQ1 may be substituted for four of these ten years. One example is a bachelor’s degree in 

any field may be substituted for four of these ten years of experience. 

 

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. Knowledge of Federal and Virginia rules and regulations regarding highways and the Code 

of Virginia legislation regarding tolling. 
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2. Experience in operating and maintaining an automated toll collection system, including 

associated hardware and software systems. 

 

3. Operational experience with maintaining highways. 

 

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 Federal and Commonwealth of Virginia agreements, rules and regulations 

related to the operations of a highway, including the Code of Federal Regulations (CFR) 23, 

Virginia Codes 33.1 and 33.2, the Master Transfer Agreement between the Virginia 

Department of Transportation (VDOT) and the Airports Authority, the Dulles Toll Road 

Permit and Operating Agreement between VDOT and the Airports Authority.   

 

3. Knowledge of the DTR (including the layout of the DTR, toll booths, exits, and adjacent 

geography) to oversee and maintain DTR operations, roadway, and equipment. 

 

4. Knowledge of tolling system software, including knowledge related to operating, 

maintaining, troubleshooting, and suggesting enhancements to such systems.  

 

5. Knowledge of policies and procedures of the Airports Authority’s procurement programs, 

including the Contracting Manual, sufficient to serve as COTR.  

 

6. 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 troubleshooting and assessing system 

errors in the toll collection system; determining tradeoffs in closing toll lanes for 

maintenance; researching industry trends and "best practices" to identify and specify DTR 

contract service requirements.  

 

7. 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 conduct 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 such as 

the toll collection system. 
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8. Skill in oral communication to understand verbal information (facts, ideas and assertions) 

and to express such information verbally so that others will understand. Examples includes 

explaining contract specifications to contractors, discussing software system malfunctions 

with contractors, and providing guidance and training to subordinate staff.  

 

9. Skill in written communication to understand written information (including facts, ideas and 

assertions), and to express such information in writing so that others will understand. 

Examples include writing and/or revising policies and procedures, developing training 

materials, and reading contractor submissions, reports, and correspondence. This skill also 

includes reviewing the written work of others, such as reviewing key contract documents and 

vendor submissions. 

 

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

service-oriented manner. 

 

RESPONSIBILITY Is responsible for ensuring all aspects of the DTR operations and 

technology support systems are in place and operating to maintain the safe and continuous 

functioning of the DTR including, but not limited to, overseeing all contracts that support the 

operation of the DTR, conducting roadway inspections and coordinating repairs, and maintaining 

the toll revenue system. Work directly impacts the financial and customer service aspects of the 

DTR. 

 

Reports to the Manager, Toll Road Operations Department (Supervisor). Most work flows 

directly to the incumbent based on assigned functions. The incumbent performs continuing 

assignments independently. Keeps Supervisor informed of critical situations in progress, but is 

expected to devise, implement and carry out effective problem-solving solutions as the situation 

dictates. Completed work is subject to review 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, Airports Authority management policies and 

procedures, the Airports Authority Contracting Manual, CFR 23, Virginia Codes 33.1 and 33.2, 

the Master Transfer Agreement, and the Dulles Toll Road Permit and Operating Agreement. The 

incumbent uses seasoned judgment to apply guidelines to particular situations and recommends 

changes to policies/procedures as warranted.  

 

EFFORT Work is primarily sedentary and typically requires light physical effort in 

opening/closing file drawers, retrieving files, climbing stairs and otherwise moving about work 

sites. Incumbent may sit for extended periods while performing desk work; however, also moves 

about to obtain and distribute work, coordinate with other, etc. Drives vehicle to all DTR 

locations to monitor consultant/contractor/activities, meet with contractors, attend meetings, and 

perform other functions. Regularly uses a computer to prepare correspondence, generate 

statistical data, and analyze information. Exchanges information by telephone often. Regularly 

reviews documents (e.g., contracts, construction plans, etc.) containing small print. In driving, 

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

temperature controlled office setting, but is sometimes subject to some adverse weather 

conditions while working in the field. On occasion, visits work sites to evaluate work in 

progress. Wears hard hat and other personal safety gear, as necessary. May be subject to job 

pressure or frustration from having to produce contract products under deadlines, resolve 

solicitation disputes, and correct poor performance of contractors. 

 

OTHER SIGNIFICANT JOB ASPECTS Is subject to holdover and recall on a 24-hour basis 

for essential services, emergencies and other reasons, such as adverse weather. 


