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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 Court Liaison Assistant of the Metropolitan Washington Airports Authority 

(Airports Authority) Police Department at the Washington Dulles International Airport (IAD) 

Police Station (Station).  Provides clerical support to Station staff to help facilitate and expedite the 

processing of criminal and traffic cases through the Fairfax and Loudoun County court systems and 

serves as liaison to the court systems for the appearances of Station Police Officers and Traffic 

Control Officers at court.  Performs related functions. 

 

--Assists the Station’s primary Court Liaison Technician regarding court documentation such as 

citations and summonses issued by Station Police Officers and/or Traffic Control Officers (TCOs) 

at Washington Dulles International Airport, on the Dulles Airport Access Highway, and on the 

Dulles Toll Road.  Maintains and updates the Station’s records related to court proceedings.  

Performs data entry of summonses and parking citations; arranges summonses by court date, 

issuing officer, and defendants.  Updates the Station’s Outlook calendar regarding each Police 

Officer’s/TCO’s scheduled leave and training dates and works with other Station staff to ensure the 

Police Officer/TCO is free to attend court on his/her assigned court date(s).  Notifies Police 

Officer’s (or TCO’s) supervisor when he/she misses or is late to court. 

 

--Coordinates with the Commonwealth Attorney's Office in Loudoun and Fairfax Counties 

regarding criminal cases by coordinating with all parties in legal proceedings involving IAD, the 

Dulles Airport Access Highway, the Dulles Toll Road, and/or any actions requiring the appearance 

of any of the Station’s Police Officers/TCOs.   May coordinate cases appearing in Juvenile and 

Domestic Relations Court when the defendant is a juvenile.  Serves witness subpoenas to Station 

Police Officers/TCOs.   

 

--Assists Police Officers/TCOs in preparing for court by: 

 

 Tracking court dates and cases scheduled for the Police Officers/TCOs and working with 

Station staff to help ensure the Police Officer(s) or TCO(s) are available to attend court. 

 

 Utilizing the Virginia Criminal Information Network (VCIN) to obtain names and 

addresses for registered owners of motor vehicles when violation notices are issued 

containing only the license number and vehicle description, to obtain driving records from 

the Commonwealth of Virginia and other states; and to obtain criminal and traffic records 

from court systems, as appropriate. 
 

 Distributing case-related materials and information to Police Officers/TCOs.  

 

 Preparing court attendance records. 
 

 Notifying Police Officers/TCOs when cases are to be continued and notifying the 

appropriate court and arranging to have cases continued when a Police Officer/TCO cannot 

appear. 
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 Sending notices of rescheduled cases to defendants, as appropriate. 

 

--Reviews issued parking tickets to ensure they are completed properly.  Returns tickets with 

problems/mistakes to issuing Police Officer/TCO for remediation.  Updates the Station’s database 

with any new or corrected information regarding issued tickets.  Sends parking tickets and 

summonses to the appropriate court system for further processing.  Prepares monthly reports 

regarding parking tickets. 

 

--Maintains the written policies, procedures, and programs of the Airports Authority's Police 

Department that relate to the Fairfax and Loudoun court systems, as appropriate. 

 

--Performs other administrative support duties for the Station:  answers phones, reviews and makes 

copies of incident reports, checks traffic control cards, types and edits documents, sets up and 

maintains files, and performs other miscellaneous clerical and office support functions. 

 

--Uses a computer to plan, schedule, communicate (email), word process, prepare spreadsheets, 

compile/reconcile, report, transfer and retrieve information between software applications; to 

format data for tracking case files, documents, parking tickets, and other court-related data; and to 

perform related functions. 

 

--Communicates and interacts effectively with internal and external business contacts including, 

but not limited to, other members of the Airports Authority Police Department, other Airports 

Authority employees, the Fairfax and Loudoun County Courts and associated Commonwealth of 

Virginia offices, defendants, airport users, and the general public. 

 

--May serve as secondary evidence custodian. 

 

--Operates a sedan or other small passenger vehicle to travel to and from the Station and the 

courthouses. 

 

--*Performs other duties as assigned.* 

 

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. Three years of progressively responsible experience in the performance of a wide range of 

general office support functions demonstrating ability to perform satisfactorily the DUTIES 

in this job description, to include:   

 

(a) Using, established and standardized methods, processes, procedures and practices to 

review documents for completeness, accuracy and adequacy, to prepare records, to set up 
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and maintain files, to compile data and prepare reports, and to perform related types of 

clerical and office support functions; and 

 

(b) Using a computer and modern office suite software to perform general office functions, 

such as planning, scheduling, communicating (email), word processing, setting up/using 

spreadsheets and performing similar functions, and skill in using specialized software 

and databases for special purposes.  This requirement includes demonstrated ability to 

rapidly acquire knowledge of, and then skillfully use, job-specific and Airports 

Authority-specific software pertinent to assigned functions. 
 

These three years of experience must also provide evidence of (c) the ability to rapidly 

acquire knowledge of, and then skillfully use, Airports Authority-specific, Police 

Department-specific and court-specific policies and procedures as well as evidence of (d) 

skill in accomplishing one’s own work consistent with assignments, priorities and 

other guides; in reasoning in problem solving; in communicating in writing; in 

communicating orally; in working effectively with business contacts; in working as a team 

member; and in providing effective customer service.  

 

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

two of these three 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), 2(b), (2c) and 2(d). 

 

3. Ability to successfully complete the B Level VCIN courses of instruction with a grade of 75 

or better to become a VCIN Operator within 6 months of hire.  (Must be a United States 

citizen or have been a lawful resident of the United States for the past 10 consecutive years; 

as per Title 52, Chapter 2 of the Code of Virginia.) 

 

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. Experience providing administrative support in law enforcement or a court environment to 

include items such as arranging summonses in order by court date, issuing officer, and 

defendants, and maintaining and updating records related to court proceedings.   

 

2. Knowledge of the Commonwealth of Virginia Court System to include State and County 

violation procedures. 

 

3. A VCIN Operator. 

 

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

change through reasonable accommodation or otherwise. 
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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 law enforcement and/or jurisdictional law enforcement agency programs and 

processes, responsibilities of Airports Authority Police Officers and TCOs, and knowledge of  

public safety terminology altogether to assist in preparing cases for court, maintaining files, 

tracking and checking parking tickets, and performing other administrative support work in 

support of the Airports Authority Police Department and Washington Dulles International 

Airport Police Station. 

 

2.  Knowledge of established processes and procedures of local court(s), and knowledge of the 

relationship between the Airports Authority and local jurisdiction(s), altogether to serve as 

liaison with the court(s), assist Police Officers/TCOs in preparing cases for court, obtain 

information from the court(s), and perform associated functions. 

 

3.  Skill in using a computer and other systems (including local area network and operating 

systems) and applications software (e.g., Microsoft Office Suite: Outlook, Word, and Excel) to 

plan, schedule, communicate (email), word process, prepare reports, to report, transfer and 

retrieve information between offices, to format data for tracking case files, documents, parking 

tickets, and other court-related data, and to perform related functions. 

  

4. Skill in problem solving to apply knowledge and experience to select, organize, and logically 

process relevant information (verbal, numerical, or abstract) to solve a problem, such as when 

scheduling conflicts arise between Police Officers/TCOs and the court.   

 

5. 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. This includes skill in gathering, compiling, and summarizing data to prepare basic 

reports, and skill in recognizing unclear information or incorrect data in such written materials 

as parking tickets, case schedules, legal and other documents. 

 

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

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

understand.  Examples include exchanging routine and non-routine information about the 

Station, court documentation and court appearances with Police Officers/TCOs, and the 

public and to convey information to the courts. 

 

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

oriented manner.  
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RESPONSIBILITY  Is responsible for performing administrative support work for Washington 

Dulles International Airport Police Station. The work facilitates and expedites the processing of the 

Washington Dulles International Airport Police Station criminal and traffic cases through the local 

court(s). 

 

Reports to a Police Administrative Lieutenant (Supervisor).  Most work comes to the incumbent as 

a function of established workflow and guidelines, but some work may be assigned by a higher-

grade Court Liaison Technician or the Supervisor.  The incumbent organizes, priorities, and 

processes recurring work to meet established deadlines working according to established 

procedures and other guidelines.  Supervisor typically provides brief-to-detailed instructions on 

special projects or new work, consistent with its complexity, impact, urgency, and other factors.  

Work is typically 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 VCIN processes/procedures, process components of 

traffic codes and some criminal codes, processes, procedures and practices of courts in Loudoun 

and Fairfax Counties, various administrative and programmatic requirements/standards/guides of 

the Airports Authority and the Washington Dulles Police Department, process-related requirements 

of associated law enforcement jurisdictions, and such general references as telephone directories 

and a dictionary.  Incumbent works in strict adherence to guidelines.   

 

EFFORT  Work is primarily sedentary with light physical demands.  Incumbent may sit for 

extended periods while performing desk work, using computer, or communicating by telephone.  

Typically exerts light physical effort in opening/closing file drawers, retrieving files, moving about 

to coordinate work or travel to and from the courts, and in performing similar functions.  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.   

 

OTHER SIGNIFICANT JOB ASPECTS  None 

  


