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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. 

 

DUTIES  Serves as the Procurement Technology Specialist in the Procurement and Contracts 

Department (Department) of the Office of Finance (Office), Metropolitan Washington Airports 

Authority (Airports Authority). Performs a range of procurement-related technology functions 

including, but not limited to, assisting with the maintenance of the Procure-to-Pay (P2P) 

lifecycle (with emphasis on procurement) of the Airports Authority’s Oracle Enterprise Resource 

Planning (ERP) system; assisting with the maintenance of the Airports Authority’s Contracting 

Opportunities website and related applications (e.g., PROJECT eLERT e-mail-based newsletter); 

and creating and compiling electronic solicitation documents for contract solicitations posted to 

the Contracting Opportunities website. This is a developmental job that is intended to lead to full 

performance level work; the work typically involves learning while performing a range of 

procurement-related technology duties and involves acquiring and improving knowledge and 

skills. As experience is gained and ability to handle more complex assignments is demonstrated, 

more complex/varied work is assigned. Performs related functions. 

 

--Assists with maintaining the Airports Authority’s P2P system. Assists end users and 

Contracting Officer’s Technical Representatives (COTRs) in performing day-to-day electronic-

based contracting tasks; may troubleshoot and resolve basic System errors encountered by the 

end users. May prepare reports and analyze data in P2P system.   

 

--Assists in maintaining and updating the Airports Authority's Contracting Opportunities website 

and related applications (e.g., PROJECT eLERT e-mail based newsletter). Ensures web pages 

feature up-to-date contracting opportunities information and downloadable contract documents. 

Coordinates with members of the Department and other Airports Authority departments to gather 

procurement and contracting information for the website; uploads information to the website. 

May provide website-related technical support to potential contractors and answer questions 

relating to current procurement and contracting opportunities and the contracting process such as 

payment status. 

 

--Assists in the maintenance of the Department's Livelink (intranet) pages and all associated 

documentation by identifying and gathering Department documents to be posted; ensures posted 

documents are the most current, and updates and replaces when needed.   

 

--May assist in maintaining supplemental and legacy procurement database systems by inputting 

data and preparing reports through specialty programs including the Master Database (for legacy 

contract information), the Planholder Database (for records of planholders of contracts past and 

present), and the Archives Database (for managing closed contracts and retrieving them from 

archives).  

 

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

Contracting Opportunities website. Compiles documents in read-only formats (e.g., Adobe 

Acrobat), issues electronic amendments, and creates read-only compact discs (CD-ROMs) for 

documents not available to download. 
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--Assists in the administration and maintenance of the Department’s internal Procurement 

Technology shared drive. Maintains contract archives, procurement and contracting databases, 

and other files used by the Department in the completion of procurement tasks.   

 

--May design, develop, edit, and publish various contracting documents, reports, and 

presentations, including developing graphics and electronic documents.  

 

--Keeps abreast of the latest software, trends, and other aspects of computers and information 

technology in the procure-to-pay environment in order to assist with developing and 

implementing better approaches to handling routine procurement and contracting matters.   

 

--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 

COTRs, managers, supervisors, professionals, and support staff), vendors/suppliers/tenants, and 

service and supply contractors.    

 

--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 software for 

time and attendance reporting, and other functions; and (c) specialty systems/ software used in 

the Department.   

 

--Occasionally operates a vehicle to attend meetings and perform other 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 high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience, and training.  

 

2. Six years of progressively responsible experience that includes substantive work in the 

DUTIES in the job description including (a) designing, maintaining and/or troubleshooting 

issues related to desktop software (including advanced MS Office Suite) and enterprise 

applications; (b) using, installing, and maintaining computers and application software in a 

network environment; and (c) designing and maintaining basic HTML website design.  

 

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

MQ1 may be substituted for four of these six years of experience provided the education and 

training is in a field of study related to the DUTIES in this job description. One example is a 
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Bachelor’s Degree in Computer Science or related field may be substituted for four of the six 

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. Bachelor’s Degree in Computer Science. 

 

2. Experience maintaining Oracle ERP systems. 

 

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 latest software, trends, and other aspects of computers and information 

technology as applied to the Department altogether to develop and implement better 

approaches to handling routine contracting matters. This includes knowledge of, and skill in, 

established and emerging information technology (IT) to design and administer systems for 

automating procurement activities. 

 

2. Skill in preparing and designing documents and presentations, maintaining and updating 

websites, developing spreadsheets, and performing calculations and analyses.  

 

3. Skill in various computer programming languages and computer software applications (e.g., 

Oracle, HTML, automated database design, and presentation software, etc.) to maintain 

database systems and to access, update, generate and/or transmit information, and to develop 

and maintain non-ERP software systems in support of the Department and the Materials 

Management Departments.  

 

4. Knowledge of Airports Authority’s Contracting Manual, contracting policies and procedures, 

and current and upcoming contracting opportunities in order to assist purchasing end users, 

COTRs, and potential contractors with questions regarding procurement information 

contained in the Contracting Opportunities website and P2P system. 

 

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 and identify relevant information and make balanced decisions. 

Examples include evaluating which documents need to be updated on the Contracting 

Opportunities website, and troubleshooting basic problems within P2P system. 
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6. 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. Examples include writing technical reports, PROJECT eLERT newsletter and 

Contracting Opportunities website content, and reading and understanding project plans and 

specifications to assist potential contractors with technical questions.   

 

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

systems/software used in the Department.   

 

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

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

understand. This includes the ability to encourage oral communication by others. Examples 

include explaining information from the Contracting Opportunities website to potential 

contractors, and soliciting information from Department members to use in updating the 

shared drive. 

 

9. Interpersonal skills to interact with others in a businesslike, customer service-oriented 

manner. 

 

RESPONSIBILITY  In this developmental position, incumbent is responsible for assisting with 

the maintenance of the Airports Authority’s P2P system and the Contracting Opportunities 

website and related applications. Work supports the Department in providing accurate, thorough 

and up-to-date contracting information to end users and potential contractors and directly 

impacts fair and open competition on contracts to the Airports Authority. 

 

Reports to the Manager, Procurement and Contracts Department (Supervisor). The Supervisor 

makes initial assignments in the form of functional responsibilities, indicating overall priorities, 

and provides special instructions, as needed.  The incumbent works independently within 

established procedures on a day-to-day basis. Supervisor works with the incumbent to resolve 

difficult technical problems or issues with impact on established policies/regulations. Work is 

reviewed 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’s Contracting Manual and related 

policies and procedures, Federal Acquisition Regulation (FAR), Federal Transit Authority (FTA) 

Third Party Contracting Guidelines, the Thomas Register, Dun & Bradstreet reports, Airports 

Authority Equal Opportunity Programs policy and requirements, Airports Authority Construction 

Safety Manual, software manuals, and specific project plans and specifications. 

 

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

opening/closing drawers and retrieving files. Incumbent may sit for extended periods while 

performing desk work.  Regularly uses a computer, telephone, and other electronic equipment.  
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Regularly reviews documents containing small print such as solicitations, database printouts, and 

contracts. May use a hand truck or carry boxes containing contract files, proposals from 

contractors, and rolls of blueprints not exceeding 50 pounds.  In driving, operates vehicle using 

judgment based on weather, traffic and other factors. 

  

WORKING CONDITIONS  Works mainly in a adequately lighted, ventilated and temperature 

controlled office setting and conference rooms. Works within a context of frequent telephone 

calls, visitors and other interruptions.  May be subject to job demands such as having to achieve 

tight project schedules and balancing the at-times competing interests of the Airports Authority 

and other entities. 
 

OTHER SIGNIFICANT JOB ASPECTS  None  

 


