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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. 

 

JOB SUMMARY  This is a non-career, temporary job of the Metropolitan Washington Airports 

Authority (Airports Authority).  The incumbent serves as a Property Management Assistant in the 

Office of Business Administration by performing a range of routine inventory control, surplus 

property disposal, and other property management support tasks as well as office relocation 

support work, and general/miscellaneous office clerical work.  The job requires (a) application of 

established, standardized property management, and general office clerical, methods, processes, 

procedures and practices, and (b) ability to rapidly acquire knowledge of, and then skillfully apply, 

Airports Authority-specific processes, procedures, practices, systems and other standards and 

guides.   

 

DUTIES  Examples of duties include, but are not limited to: 

 

Property Management 

 

--Provides support for surplus property auctions/sales efforts by photographing, sorting and 

cataloging assets, meeting buyers, scheduling pickups, creating auction documents, packaging 

and shipping auctioned assets, assists with auction previews and inspections for the general 

public, conducts various types of research (such as Internet-based research) to determine market 

value of surplus property for sale/auction, and performs related surplus property disposal work.   

 

--Assists in physical inventories (scheduled, unscheduled, ‘wall-to-wall’ and other types) at 

various locations (airside and landside) throughout the Airports Authority, as assigned.  Counts 

items, checks quantities, verifies serial numbers, writes down, compiles and reports information, 

and performs related work.   

 

--Keys data into, and helps maintain, Oracle ERP Property Management database records. Enters 

property data (the entity, bar code number, description, model number, manufacturer, year, unit 

cost, property category, asset classification, date received, inventory date, and other property 

management data) into the Oracle E-Business Suite (EBS) Expensed Property module to 

maintain personal property records. Monitors and updates the real and personal property 

capitalization program data (non-financial fields, i.e., asset description, model, serial number, 

etc.) using Oracle EBS after asset creation by the Office of Finance. 

 

--Assists with office furniture relocation and temporary/permanent office moves by scheduling 

moves and movers, monitoring or escorting un-badged personnel, assisting other personnel in 

such matters, and performing related work.   

 

--Assists with excess property and Lost & Found property pick-ups; may pick up property using 

Airports Authority vehicle. 

.   

--Scans, files and compiles property management information from, and organizes, various 

property control documents.  
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--Operates an Airports Authority vehicle, on and off Airports Authority property (landside and 

airside), as assigned.  

 

General 

 

--Answers phone calls and receives visitors to the office. Explains various processes; gives 

directions to various Airports Authority locations; and takes messages or directs inquiries to an 

appropriate property management or business administration technician/specialist.   

 

--Sets up control or suspense logs to monitor timely response to correspondence, coordination of 

invoices, or other matters where follow-up information or action is required. Maintains and files 

office documents; reviews document content and establishes new file categories.  

 

--Performs a variety of other administrative and clerical duties as required. Types and proofreads 

correspondence (edits copy for typographical errors, proper spelling, grammar and conformance 

to formats and procedural requirements), compiles and verifies data, prepares forms, makes 

copies, and sends and receives facsimiles. 

 

--Schedules meetings, may review timecards (on behalf of Supervisor), may book travel, may 

review travel/training requests for adherence to format and processing requirements, may 

maintain various office personnel/operations calendars, may order supplies and equipment, and 

may sort and distribute mail. Substitutes for property management or business administration 

personnel in the Office of Business Administration, as assigned. 

 

--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, 

vendors/suppliers/tenants, airport users and the general public.  

 

--Uses a computer and (a) modern office suite software for various applications such as, but not 

limited to, planning/scheduling, communicating (email), word processing, data manipulation 

(databases and spreadsheets), charts/graphics and presentations, (b) enterprise software for 

requisitioning, inventory control, inventory disposal, time and attendance, and other functions, 

and (c) specialty software for property and inventory management, etc.  

 

--*Performs other duties as assigned.* 

  

RESPONSIBILITY Performs moderately complex property management and miscellaneous 

clerical functions within established guidelines.  Reports to the Corporate Property Manager who 

provides normal supervision, but may work under day-to-day guidance of a higher grade 

Property Management Technician or business administration technician/specialist who assigns 

work and sets priorities; incumbent obtains assistance on complex or unusual matters.  Work is 

reviewed for quality, quantity, timeliness, adherence to guidelines, customer service, team work 

and other factors. 

 

MINIMUM QUALIFICATIONS (MQs) 
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To be rated qualified for this job, an applicant must meet both of the MQs listed below.  

 

1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training.  

 

2. Three years of work experience, as follows:  

 

(a) One year of experience in general office work that provides evidence of (i) skill in using 

a computer and modern office suite software to perform recordkeeping, and to perform 

general office functions, such as communication (email), word processing, scheduling, 

spreadsheets and presentations, and skill in using specialized software/systems for 

specific functions; this requirement includes demonstrated ability to rapidly acquire 

knowledge of, and then skillfully use, Airports Authority-specific ERP modules 

pertinent to assigned functions, (ii) skill in communicating orally, (iii) skill in 

communicating in writing, (iv) skill in working as a team member, (v) skill in working 

with a wide range of business contacts, including the public, (vi) skill in providing 

effective customer service, and (vii) ability to rapidly acquire knowledge of, and then 

skillfully use, Airports Authority-specific processes, procedures, practices, systems and 

other standards and guides pertinent to assigned functions. 

 

(b) Two years of experience using, established and standardized property management 

methods, processes, procedures and practices to perform such property management 

support functions as inventory control and surplus property disposal; this requirement 

includes skill in using intermediate arithmetic (decimals, fractions, integers, addition, 

multiplication, division, etc.) to perform property management work.  

 

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

three of these years of experience (MQ 2) on a week-to-week basis provided the education and 

training provide evidence of the knowledge, skills and abilities required by items 2(a) and 2(b). 

 

 

 

 


