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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 a Risk and Safety Specialist in the Risk Management Department 

(Department) of the Office of Human Resources and Administrative Services (Office), 

Metropolitan Washington Airports Authority (Airports Authority). Helps determine the need for 

new safety and loss control directives and assists in the development and administration of those 

directives. Conducts safety inspections and accident investigations and provides guidance and 

training to managers and employees on safety issues. Provides technical direction for claims 

management activities under the Airports Authority's insured and self-insured programs and 

recommends practices to reduce risk exposure. Provides technical advice, interpretations, and 

guidance on occupational safety and health, airport safety (related to airfield, tenants, and the 

general public), and risk management related issues affecting internal and external customers of 

the Airports Authority’s Aviation Enterprise and Dulles Corridor Enterprise. Performs related 

functions. 

 

Safety Program Support 

 

Improves safe work practices by promoting corrective actions and preventive measures to 

address unsafe practices or conditions. Conducts preliminary inspections and surveys of 

occupational environments to identify potential health and safety hazards and inspects airport 

facilities for compliance with safety requirements. Develops and interprets safety directives; 

communicates risk management strategy to Airports Authority staff, providing more 

individualized guidance to work units and employees on appropriate safety standards and 

protective gear, as necessary. 

 

Plans, develops and conducts approved safety training programs. Interprets and ensures that 

the Airports Authority is in compliance with Federal and state safety and occupational health 

rules and regulations and provides guidance and training for employees and tenants on safety 

standards. Works with consultants to develop course outlines, training manuals, and written 

instructional material. Schedules classes and conducts training for Airports Authority 

employees on pertinent claims or safety issues, including providing information to new hires 

at orientation.  

 

Researches current issues in occupational health and safety and communications with 

employees and tenants on safety standards and raises awareness of safety issues and the 

importance of creating safe work environments. Writes articles and communicates with the 

employees and tenants on a regular basis through the LESSONS FROM LOSSES newsletter 

to ensure their understanding of important safety and loss procedures in an effective and easy 

to understand manner.   

 

Serves as the Contracting Officer’s Technical Representative (COTR) for the safety training 

contracts. Drafts Statements of Work (SOWs) for safety training courses, including 

researching industry standards for incorporation into the SOWs. Leads the Evaluation 

Committee through the Request for Proposal (RFP) solicitation and award process. 

Coordinates with the Airports Authority's Procurement and Contracting Department and 
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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. As needed, assists in re-negotiating the contract based on the contractor's 

performance.   

 

Assists with the development and administration of the Airports Authority Safety Awards 

Program and Safety Awareness events. 

 

Participates in various safety committee meetings, including the Airports Authority’s 

Wellness Committee (as technical advisor and member) and the Airport Appearance 

Committee; also participates in the Federal Aviation Administration’s (FAA) Dulles Airport 

Runway Safety Action Team.  

 

Assists with the Airports Authority Approved Driver Program.  Obtains enrolled driver 

information from the Office of Human Resources and forwards information to outside 

vendor. Receives motor vehicle record checks from vendor, analyzes results, and 

communicates negative results with Supervisor, employees, and Departments. Maintains 

Approved Drivers List (posted on Livelink) and updates the list as changes occur. Serves as 

the COTR for the Approved Driver Program vendor contract.     

 

Reviews reports submitted by insurance and loss control consultants, identifies and 

implements necessary corrective action(s). Assists with the gathering of annual data for 

submission to insurance companies for underwriting purpose consideration. Meets with the 

insurance companies' loss control representatives to review the Airports Authority’s loss 

statistics, regulatory law updates, and internal program changes. 

 

Risk Management Support 

 

Serves as the Department's initial point of contact for receipt and review of damage claims. 

Answers claimant questions, assists in researching/investigating claims, and coordinates with 

insurers for authorized claims. Answers routine questions and relays details (i.e., extent of 

damage, causation, fault and negligence) related to liability issues to Claims Program 

Manager or other Department staff. Forwards applicable forms and other necessary 

documents to claims adjusters or appropriate insurance representative. Oversees the work of 

in-house risk management consultants. 

 

Coordinates the insurance repairs and replacement of damaged property with appropriate 

Airports Authority Department managers and insurance representatives. Tracks all loss 

activity, property records and incident reports for damage incurred in the operations of the 

Aviation and Dulles Corridor Enterprises. Pursues and directs subrogation, restitution and 

recovery of damage costs from responsible third parties known to have damaged Airports 

Authority property.  

 

Negotiates settlements recommended by adjusters and insurance representatives and costs of 

services (e.g., contractor clean-up rates or vehicle rental rates). Maintains a roster of 
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approved contractors, including construction task order contractors, with emergency contact 

information. 

 

Analyzes and produces statistical reports related to accidents, safety and claims. May create 

summary reports highlighting claim activity by category (e.g., type, location, and property 

damage) indicating the overall financial impact to the Airports Authority. Conducts research 

to help identify and prevent recurrences of accidents.  

 

Updates Airports Authority Office of General Counsel and outside legal counsel on legal 

actions against the Airports Authority; may represent the Airports Authority at hearings and 

trials. 

 

Reviews and approves bills and invoices related to claim activity, checks for accuracy and 

cost containment. Initiates the payment process for hospitals, doctors, pharmacies, auto body 

shops, attorneys, adjusters, and other parties. Establishes and maintains dollar reserve 

estimates for claims while budgeting and planning for possible settlements to ensure 

sufficient funding is available. Enters reserve estimate in claims database. 

 

Develops and maintains a Risk Management Department resource library of safety training 

aids, films, and literature for Airports Authority employee use. 

 

Reviews leases, contracts, and agreements for potential liability exposure(s) and provides 

recommendations to mitigate or reduce those exposures to Airports Authority contracting 

officers, tenants, and contractors as assigned. 

 

Other Work 

 

--Assists the Department Manager in planning, developing and monitoring the Department's 

budget plan.  

 

--Reviews certificates of insurance and/or other insurance documentation submitted by 

contractors for compliance with Airports Authority's contractual insurance requirements. 

Analyzes contractual risk levels for potential exceptions and modifications to the Airports 

Authority's insurance requirements. 

 

--May conduct or arrange for workstation ergonomic evaluations for Airports Authority 

employees.  

 

--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); concession/tenant/airline 

representatives; consultants; outside legal counsel, insurance representatives, vendors and 

suppliers; and the general public. 

 

--Uses a computer and (a) modern office suite software (such as MS Office) to communicate 
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(email), plan, schedule, word process, prepare presentations and graphics, manipulate data 

(spreadsheets and databases), and conduct research (Internet use); (b) enterprise software for 

requisitioning, budget review, time and attendance reporting, and other functions; and (c) special 

systems/software used in the Department, such as the Risk Management Information System 

(RMIS).  

 

--Operates a motor vehicle, airside and landside, on and off the airport complexes, to attend 

meetings, conduct inspections and on-site safety training, and perform related 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 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. Five years of progressively responsible experience in safety and risk management that includes 

substantive work in the range of DUTIES in this job description including (a) identifying and 

minimizing workplace safety issues by conducting safety inspections and implementing safety 

measures; (b) advising and training managers and employees on safety practices and 

procedures; (c) assessing insurance risks and claims and implementing loss control measures, 

and (d) preparing and presenting statistical reports. 

 

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

MQ 1 may be substituted for two of these five years of experience. One example is a 

master’s degree in any field providing a strong foundation for successful performance of the 

DUTIES in this job description may be substituted for two of these five years of experience.   

 

PREFERRED QUALIFICATIONS  

 

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

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

 

1. A Bachelor’s Degree in Occupational Safety and Health Management or Risk Management. 

 

2. Experience in risk management for a busy commercial airport or in a similar environment. 
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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 Federal and Virginia Occupational Safety and Health (OSHA/VOSH) laws, 

Environmental Protection Agency (EPA) regulations, National Fire Protection Association 

(NFPA) standards, American National Standards Institute (ANSI) standards, National 

Institute for Occupational Safety and Health (NIOSH) information and recommendations, 

and Airports Authority safety programs and procedures altogether to recommend or develop 

safety program policies, programs and procedures, conduct safety training and inspections, 

identify training needs, and provide advice and guidance concerning safety requirements. 

 

2. Knowledge of legal precedent decisions applicable to safety in aviation, airport and industrial 

workplace environments, and knowledge of investigative requirements concerning tort and 

personal property claims altogether to recommend safety and loss control directives, conduct 

safety inspections and accident investigations and provide guidance to managers and 

employees on safety issues. 

 

3. Knowledge of industrial, environmental, engineering and construction safety programs and 

the practical identification and control techniques used in the occupational safety field to 

review construction plans and consult with engineers and other technical personnel 

concerning safety issues. 

 

4. Knowledge of the Airports Authority’s operational and construction insurance programs and 

processing procedures, and the Virginia Workers’ Compensation Act to ensure Airports 

Authority’s handling of liability claims, including Workers’ Compensation claims, is 

appropriate; to advise employees, supervisors and medical providers on program policies and 

procedures; to process claims forms, review case handling and coordinate benefits with other 

offices; and to identify potential legal or other management problems. 

 

5. Knowledge of the principles, methods and techniques of adult learning to develop training 

content and course materials. This includes skills in delivering and conducting safety 

programs and evaluating the effectiveness and the results of such programs. 

 

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 analysis of construction drawings for 

potential life safety issues, reviewing insurance policies/certificates for adequacy, and 

developing trend lines from quantitative data on accidents and losses. 

 

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

and descriptions) and to express such information verbally so that others will understand. 
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This includes explaining Workers’ Compensation claims procedures, safety program 

guidelines or accident reporting procedures to others (including conducting formal training 

presentations), and encouraging effective communication by others, such as drawing out 

critical information from those involved in accidents through questioning. 

 

8. Skill in written communication to understand written information (including facts, 

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

understand. Examples include developing training materials, writing newsletter articles, and 

reading insurance documentation submitted by contractors. 

 

9. Interpersonal skills to interact with business contacts in a businesslike, customer service-

oriented manner. 

 

10. 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 requisitioning, budgeting, time and attendance reporting, and other 

functions; and (c) special systems/software used in the Department, such as the RMIS.  

 

RESPONSIBILITY  Is responsible for providing technical advice and training to Airports 

Authority managers and employees on risk, safety, and occupational health issues, and the day-

to-day processing of bodily injury and property damage claims for the payment of auto, property 

and general liability losses reported under the Airports Authority's insurance programs. Work 

directly impacts the Airports Authority's ability to ensure a safe work environment for employees 

and limit the risk/loss exposure for the Aviation Enterprise and Dulles Corridor Enterprise. 

 

Reports to the Safety Program Manager (Aviation Enterprise) (Supervisor).  Most work flows 

directly to the incumbent based on assigned functions. Performs work independently on a day-to-

day basis according to established procedures; keeps Supervisor informed of the status of 

projects and unusual problems. Recurring work is assigned in terms of functional responsibilities 

and overall priorities. Special projects may be assigned in terms of background, objectives, 

milestones/deadlines, anticipated problems, and other factors. Supervisor reviews work through 

regular and special reports, spot checks, customer comments, and other means, and provides 

guidance on non-routine policy questions. Work is reviewed in terms of quantity, quality, 

timeliness, customer service, teamwork, adherence to requirements, and other factors, including 

attainment of specified performance management goals and objectives. 

 

Guidelines include OSHA/VOSH laws, EPA regulations, NFPA and ANSI standards, NIOSH 

information, Virginia Workers Compensation Act, Airports Authority Workers Compensation 

Program, safety directives and manuals, insurance or self-insurance policies, published safety 

and occupational health, fire protection and tort claim standards, and professional journals and 

findings of legal counsel and engineering research organizations. The incumbent uses judgment 

and sensitivity in dealing with the concerns and problems of employees and supervisors. The 

incumbent uses judgment to assess existing safety conditions and procedures in relation to 

changing laws and guidelines, to develop new or revised directives and procedures that conform 
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to applicable laws and regulations, and to determine training needs, identify safety deficiencies 

during inspections and recommend corrective action. 

 

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

opening/closing file drawers, lifting and carrying files, etc. Regularly moves about the airport 

complexes (buildings, areas of unfinished construction and open terrain) to visually observe 

conditions and objects during site visits, e.g., obtain photographic evidence and perform safety 

inspections. May stoop, bend, grasp, and lift or otherwise position self or items (for close 

inspection) when conducting inspections. Regularly uses a computer, telephone, and other 

business electronic equipment. Regularly reviews documents containing small print such as 

insurance claims, contracts, and statistical reports. Frequently exchanges information with a 

diverse spectrum of people, some who may not speak clearly or may have limited proficiency in 

English. In driving, operates vehicle using judgment in consideration of weather, traffic, and 

other factors. 

 

WORKING CONDITIONS  Works primarily in an adequately lighted, ventilated, and 

temperature controlled office setting. While in the field, may be exposed to adverse weather 

conditions, jet engine and motor vehicle engine noise, and dust, grease, dirt and fumes. Wears 

personal protective equipment (such as hard hat, safety shoes, gloves, eye protection, etc.) as 

appropriate during inspections.   

 

OTHER SIGNIFICANT JOB ASPECTS  Subject to recall on a 24-hour basis, when assigned, 

to provide coverage for the Department’s response to accident investigations or emergency 

situations; may be subject to working nights and weekends to investigate an incident or follow-

up with a claimant. 

 

 


