
S23251, page 1 
  

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 Technology Administration Specialist in the Program Support Department 

of the Office of Technology (Office), Metropolitan Washington Airports Authority (Airports 

Authority).  Performs budgeting, procurement, contracts administration and billing/reconciliation 

for Office services.  Performs related functions. 

 

--Develops annual and five-year Office operations and maintenance (O&M) budgets using 

Oracle’s® Hyperion®. Uses current contract data and projected cost forecast(s) for scheduled 

contractual increases as well as estimates on costs for existing and new services contracts that are 

to be negotiated. Reviews budgets with Supervisor, makes necessary changes, and submits 

budgets to the Director, Program Support for review and inclusion in the Office budgets. 

 

--Supports the development of O&M budget(s) in conjunction with the Airports Authority’s 

Office of Engineering for inclusion in the Airports Authority’s Capital Construction Program 

(CCP) and the Capital Operating and Maintenance Improvement Program (COMIP) budgets. 

Provides appropriate offices with developed budget data. Answers questions regarding services 

and costs. Works with the Budget Department in the resolution of issues. 

 

--Participates in procurement planning with Office staff and others for Airports Authority 

information technology (IT) procurements. Identifies future requirements and time-phasing of 

contracts. Helps prepare justifications, Board Papers, and other documents, as necessary, for 

requisite funding approvals.  Analyzes trends in contract types, costs, tasks, etc., over the 

duration of contract(s), and reports the findings to supervisor for information and action.    

Works with supervisor and other Office staff to ensure contact compliance, identifies 

opportunities to control contract costs through contract pricing structure, contract consolidation 

and other means, and to administer contracts on a day-to-day basis, ensuring effective review of 

invoices and coordination of timely payments. 

 

--Administers assigned contracts. Establishes and maintains contract files. Tracks status of funds 

against budget (allocating tasks to appropriate accounting cost codes) and contract funding 

periods.  Reconciles data with Accounting/Budget Departments on a quarterly basis.  Maintains 

day-to-day working relationships with contractors’ management or administrative representatives 

to ensure seamless contract administration. Reviews invoices for substance, signatures, costs and 

other factors (which may follow an initial less-detailed review by others) and coordinates with 

management staff to (include quality assurance/quality control) to ensure acceptable completion 

of work and obtain certification of invoices by the Contracting Officer’s Technical 

Representative (COTR) for payment; or discusses need to withhold payment, for example, when 

work is substandard, or is not performed.  Represents the COTR in reviewing proposals, 

analyzing pricing and billing structures, and monitoring the installation of products and services. 

 

--Tracks all approved invoices, coordinates with Procurement and Contract and Accounts 

Payable for timely payment, and coordinates with supervisor, Contracting Officer, or others, as 

appropriate, for disapproved invoices.  
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--Investigates, documents and supports the resolution of problematic invoices, such as invoice 

discrepancies (due to inadequate or incorrect billing information), or performance problems (due 

to poor workmanship, insufficient or inadequate materials, damage to equipment or facilities, 

time penalties, etc.), by coordinating with the COTR and the contractor’s representative.  

Escalates issues to contractor management or Contracting Officer, as appropriate, on behalf of 

the Office, helps the COTR and Contracting Officer prepare deficiency letters, etc. Supports the 

COTR and Contracting Officer with data needed to suspend or terminate contacts.  

Performs related functions. 

 

--Reviews and reconciles monthly vendor invoicing through the Airports Authority ERP 

Oracle® module and an off-line MS-Excel® spreadsheet (independent of the automated system).  

Ensures invoices are in accordance with contractual agreement(s), then releases and approves 

invoices for payment. Verifies new or additional charges are as negotiated. Contacts vendors 

with questionable invoices and requests revised bills, as appropriate. Ensures vendors are paid in 

accordance with the payment terms of contracts and according to Airports Authority procedures. 

 

--Prepares and maintains MS-Excel spreadsheets off-line to record vendor invoices; matches 

actual billed expenses to budgeted expenses. Notifies management when expenses exceed, or are 

about to exceed, budgets.  

 

--Works with Office of Finance staff, Airports Authority tenants, and vendors to resolve tenant 

billing issues. 

 

--Works with Office of Finance staff in the monthly charge-back of Verizon® Wireless air card 

usage to each Airports Authority user group. Adds or deletes users in groups and allocates usage 

costs via Works®, the Bank of America Corporation’s proprietary online program management 

tool for commercial card clients in the United States. 

 

--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 

key staff of other Offices), consultants, vendors/suppliers/tenants, airport users, and the general 

public regarding services, contracts and work status, to ensure an efficient, seamless operation 

and prompt payment of certified invoices and to perform other functions.  

 

--Uses a laptop computer, tablet computer, smart phone, and/or programmed calculator for 

various applications (such as: communications, e-mail, word processing, compiling information 

for reports and presentations, creating spreadsheets, graphics, flowcharts, and planning and 

scheduling, etc.)  Uses Oracle’s Enterprise Resource Planning® (ERP) application (an enterprise 

procurement-logistics system), with emphasis on spreadsheets, and Oracle’s Hyperion®, etc., as 

well as specialized procurement and contract administration systems currently used in the Office. 

 

--Adheres to the Airports Authority directives, policies, and procedures for the safeguard, 

protection, and security of all systems, software, and equipment used in performance of DUTIES 

including, but not limited to: physical security, information security (disclosure and non-

disclosure), and the application of security practices, when conducting business with consultants, 

vendors, contractors  and sub-contractors (local/ remote, offsite/onsite), who are providing 
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estimates, surveys and/or are installing equipment, software,  and services on Airports Authority 

premises.  

 

--Uses an automobile sedan or similar vehicle to travel to meetings, work/job sites, etc., landside, 

and if required, airside.  

 

--*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. Eight years of progressively responsible experience in budgeting, contract administration, 

and billing, that includes substantive work in most of the DUTIES in this job description, to 

include:  (a) financial experience with accounts payable and accounts receivable in a 

commercial/industrial/aviation and/or large-scale environment; (b) experience in creating 

and processing financial transactions through computer-generated platforms such as ERP, 

Oracle or Hyperion;  (c) experience in creating and maintaining MS-Excel spreadsheets; and 

(d) evidence of skill in handling multiple procurements, and in administering multiple 

contracts concurrently. 

 

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

up to four of these eight 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) through 2 (d).  One example is a bachelor’s degree in any field that demonstrates 

ability to successfully perform the DUTIES in this job description, such as those listed in 

items (a) through (d) above. 

 

 

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. A bachelor’s degree in any field providing strong foundation for successful performance of 

the DUTIES in this job description. 
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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: the ability to rapidly acquire them is required at the time of vacancy announcement 

closure.  

 

1.  Knowledge of contracts administration, budgeting, financial and budget forecasting, pricing 

and trend analysis methods, and of standard services billing and pricing practices required to 

generate annual budget data, audit vendor billing statements, and to recommend, compare, 

and evaluate service proposals.  

 

2.  Knowledge of Airports Authority’s procurement, budget and financial policies and practices 

to assist in the preparation of contracts and service agreements, to select and guide evaluation 

panels through the selection process, and to provide advisement and assistance in the 

administration of contracts under the Airports Authority’s various budgets: Aviation and 

Dulles Corridor O&M, Capital Construction Program (CCP), Capital Operating and 

Maintenance Investment Program (COMIP), Renewal and Replacement Program (R&R), and 

the Dulles Corridor Capital Improvement (DCCI) O&M budget.  

 

3. Skill in problem-solving to select, organize and logically process relevant information 

(verbally, numerically, or in abstract) to solve a problem. This includes ability to recognize 

subtle aspects of a problem, to identify relevant information and make balanced 

recommendations and decisions. Examples include: resolving questionable invoices from 

vendors and dealing with calculations and corrections/changes to tenants’ bills; developing 

equations and spreadsheets to analyze data and prepare financial reports regarding services 

using basic mathematics, algebra, and statistics; and to reconcile accounts.  

 

4. 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 effective oral communication by others. 

Examples include conducting project meetings in person, or by conference calls, with 

vendors or tenants, and dealing with other Airports Authority employees regarding services.  

 

5.  Skill in using a computer and using modern office productivity software (such as MS-Office) 

for word processing, creating spreadsheets and databases, communications, scheduling, 

making presentations and using other Office/Airports Authority-specific applications, for 

example: ERP and Hyperion®, to produce reports, charts and graphs, and to access, update, 

maintain, generate, and/or transmit information.  

 

6. Skill in written communication (including instructions, descriptions, and ideas) to express 

such information in writing so that others will understand, and the ability to understand 

written information (facts, assertions and ideas). This includes skill in producing statements 

of work (SOW), independent cost estimates (ICEs), and written justifications.  
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7. Interpersonal skills to interact effectively with business contacts in a business like, customer 

service-oriented manner. 

 

RESPONSIBILITY Is responsible for administering the budgeting and contracts administration 

billing and pricing activities, for analyzing the billing processes and for reviewing proposals for 

technology services provided to the Airports Authority from a variety of sources in support of 

the Airports Authority-wide activities. The work affects the Office’s and the Airports Authority’s 

ability to correctly recapture costs and bill for services (internally to other Airports Authority 

Offices and externally to tenants and other users).  

 

Reports to the Technology Administration Manager (Supervisor). Most work flows to the 

incumbent as a function of assigned responsibilities. The Supervisor assigns non-routine work 

and special assignments with instructions indicating priorities and overall objectives. The 

incumbent independently performs regular and recurring work in accordance with established 

procedures and keeps the Supervisor informed of critical problems or sensitive issues. Meets 

regularly with and provides weekly status reports to the Supervisor on known problems and how 

they will be resolved. Items of unusual complexity, sensitivity, or visibility are referred to the 

Supervisor with suggested course of action for resolution (such as contractual issues that require 

management approval). Work is expected to be thorough, accurate, and in accordance with 

established policy and procedures. Work is reviewed in terms of quality control, timeliness, team 

work, customer service, conformance with any special supervisory instructions, and other factors 

such as specific performance management goals and objectives.  

 

Guidelines include Airports Authority Office of Finance contracts administration, budgeting, 

billing, and accounting policies and procedures and Oracle procedures and processes; and 

Department of Procurement and Contracts guidelines, policies, and procedures as well as 

applicable industry rate-making principles. The procedures that are used by the Office of Finance 

and Oracle for the processing of bills are specific. The incumbent uses independent judgment 

methodologies to perform COTR functions with regard to project management functions.  

 

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

opening/closing file drawers, lifting and carrying files, etc. Incumbent may sit for extended 

periods while performing desk work, using a computer or communicating by telephone; moves 

about when visiting job sites for installation of products/services or the office or elsewhere to 

obtain or distribute work materials and coordinate work with others. Occasionally moves up to 

15 pounds when handling office equipment such as pagers, two-way radios and telephones, etc., 

when testing or handling products.  May experience some job pressure from changing priorities, 

or handling interpersonal conflicts with contractors and/or vendors.  Regularly reviews bills and 

reports containing small print. In driving, operates vehicle using judgment in consideration of 

weather, traffic and other factors. 

 

WORKING CONDITIONS Works mainly in an adequately lighted, temperature-controlled 

office setting, but is sometimes subject to dust/dirt and other adverse conditions while visiting 

work/job sites.  Takes careful measures to follow general and/or special safety precautions, and 

wears protective gear, when visiting work/job sites.  
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OTHER SIGNIFICANT JOB ASPECTS None. 

 

 


