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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 Project Management System Administrator in the Project Controls and 

Management (PCM) Department (Department) of the Office of Engineering (Office), 

Metropolitan Washington Airports Authority (Airports Authority). Administers the Office’s 

enterprise project portfolio management (EPPM) software/system, Oracle Primavera Unifier 

(System).  Coordinates the development, maintenance, audit and testing of the System and the 

data collected within.  Controls user access to the System and maintains security levels. Manages 

the development of System enhancements and improvements.  Performs related functions. 

 

--Coordinates directly with architectural and engineering (A/E) and construction contractors in 

the use of the System in the submission of contract documentation and submittals. 

   

--Designs security levels and creates system logins for Airports Authority and outside users. 

Creates role types and user accounts, defines field security, form security, menu option security, 

security filters, and other security requirements for the System. Assigns System accessibility 

through licenses. 

 

--Establishes or expedites the creation of new capital projects and contracts in the System, 

assigning project roles, identifying stakeholders and establishing project requirements and 

variables.  Ensures that all required variables and fields are determined.  Develops procedures 

and policy for initiating project work and determining project viability. 

 

--Identifies requirements for the on-going development of System business processes to support 

the capture and documentation of construction management documentation; provides direct 

oversight and quality review of business processes that have been implemented.   

 

--Remains current on System updates and versions.  Develops plans to utilize new features and 

incorporate additional tools and capabilities.  

 

--Coordinates with the Procurement and Contracts Department to facilitate the contract 

management process among the Office’s Departments.  Ensures Procurement and Contracts 

Department Contracting Officers and Contracting Officer’s Technical Representatives (COTR) 

are properly trained and utilize and document contract changes in the System.     

 

--Provides on-call support to users to address technical and coordination issues.   

 

--Develops project performance reporting in the System.  Ensures workflows developed are 

auditable and capture the pertinent meta-data and other information generated from the business 

process.  Documents delay and claims analysis in construction projects. Captures the design 

process comment reviews through System reports. 

 

--Serves as the COTR for System service contracts and consultants.  Identifies vendors and 

review proposals for enhancements, prepares technical specification of contracts, monitors 

contractor’s performance for compliance with contract terms and conditions, certifies invoices 
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for payment and tracks funds, resolves technical problems, and develops and justifies contract 

modifications.   

--Provides training for new and existing Office staff. Develops presentations and leads regular 

meetings and presentations on System features and abilities.  May train construction contractors, 

A/E contractors and additional Airports Authority staff on the System, as required.  Solicits user 

feedback on operational experiences and incorporates it into training bulletins issued to all users. 

 

--Liaises with the Office of Information Technology regarding any needed technical support, 

System performance, and procurement of software licenses.  

--Uses a computer and (a) modern office suite software (such as MS Office) to communicate 

(email), plan, schedule, word process, prepare reports, manipulate data (spreadsheets and 

databases); (b) enterprise software for requisitioning, time and attendance reporting, and other 

functions; and (c) systems/software such as Oracle Unifier, and legacy tracking software and 

custom databases used in the Department. 

--Uses a vehicle to travel to meetings and work sites, airside and landside. 
 

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

 

Critical features of this job are described under the headings below. They may be subject to 

change through reasonable accommodation or otherwise.  

 

MINIMUM QUALIFICATIONS 

 

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. Nine years of progressively responsible experience (post high school) to include substantive 

work in most of the DUTIES listed in this job description, including (a) implementing a 

project management system for tracking and managing A/E planning, design, and 

construction projects such as Oracle’s Primavera; (b) providing technical support to A/E 

planning, design, and construction project management system users; and (c) delivering 

training to A/E planning, design, and construction project management system users. 

 

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

up to two of these nine years of experience (MQ 2) on a week-to-week basis provided the 

education and training provides evidence required by items 2(a) through 2 (c). 
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PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but they are not required to be rated qualified for this job.  

 

1. An associate’s degree in any field providing a strong foundation for successful 

performance of the DUTIES in this job description. 

 

2. Previous experience implementing the Oracle Primavera Unifier system. 

 

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 Airport Authority’s Design Manual and its specific planning-design-

construction continuum, procurement and project management processes, Architectural and 

Engineering (A/E) project financing/accounting procedures, and knowledge of the Airports 

Authority’s Enterprise Resource Planning (ERP) and project contract management software 

and  related processes, altogether, to troubleshoot user identified issues and identify solutions 

for corrections. 

 

2. Knowledge of engineering/architecture planning-design-construction project management 

concepts including work breakdown structures, project management plans, documentation 

filing systems, cost and schedule analysis, document management; and Airports Authority 

contracting principles, policies, and procedures, altogether, to input, analyze, audit, and 

administer the system. 

 

3. Knowledge of software system procedures, including security management via user logins; 

communicating with software developers for service requests and system updates; scheduling 

required downtime for system updates and post-update testing; and troubleshooting user 

identified issues and developing solutions for corrections. 

 

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 and identify relevant information.  Examples include ensuring all 

variables and fields are determined and identifying deficiencies in support documentation on 

a contract submittal.  

 

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

descriptions and ideas) and to express such information verbally so others will understand. 

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

soliciting input to define system requirements and in providing training.  
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6. Skill in written communication to understand written information (including facts, 

instructions, descriptions, and ideas) and to express such information in writing so that others 

will understand. This includes the skill in reviewing the written work of others. Examples 

include writing training materials for system users and reviewing contract documentations. 

 

7. Skill in using a computer and (a) modern office suite software (such as MS Office) to 

communicate (email), plan, schedule, word process, prepare reports, and manipulate data 

(spreadsheets and databases); (b) enterprise software for requisitioning, time and attendance 

reporting, and other functions; and (c) systems/software such as Oracle Unifier, Oracle, and 

legacy tracking software and custom databases used in the Department. 

 

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

oriented manner. 

 

RESPONSIBILITY Is responsible for the administration of the Office of Engineering’s project 

management information system (Unifier).  Work allows support to the Airports Authority’s 

contract reporting and management requirements of the CCP, COMIP, CIP and R&R programs.   

  

Reports to Manager, Project Controls and Management (Supervisor). Most work flows to the 

incumbent as a result of assigned functions and established work processes.  Special assignments 

may be assigned on an ad-hoc basis to support management initiatives. Incumbent plans steps 

and carries out work 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.  Typically, work is 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 regulations/processes of the Federal government and the 

Commonwealth of Virginia and Federal/State programs affecting grants applying to various 

projects; Airports Authority programs, guidelines, policies and procedures regarding 

design/construction (including the Design Manual); contract specifications, blueprints, technical 

manuals, project schedules/budgets/costs, funding sites/sources (including grants from various 

sources), various reporting requirements, etc.; and Airports Authority policies/procedures for 

contracting, budgeting/accounting and similar programmatic areas.  The incumbent strictly 

adheres to regulations/rules/reporting requirements, and uses judgment and initiative to identify, 

design/revise, recommend and implement new procedures where none exist and to accomplish 

assigned functions more.   

 

EFFORT  Work is primarily sedentary and requires light physical effort. Sits at desk while 

performing desk work. Typically exerts light physical effort in opening/closing file drawers, 

retrieving files and otherwise moves about to coordinate work with other departments and 

offices. Frequently uses computer, telephone, and other electronic equipment.  May review 

architectural and design drawings with small print or numbers. May carry large report binders, 

full-sized drawings, and other documents. In driving, operates vehicles using judgment in 

consideration of weather, traffic, and other factors. 
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WORKING CONDITIONS  Works primarily in an adequately lighted, ventilated, temperature-

controlled office setting. 

 

OTHER SIGNIFICANT JOB ASPECTS  None 

 

 


