




































.JOB DESCRIPTION 

Job Title: Administrative Assistant 

Department: Internal Audit 

Title of Immediate Supervisor: Director, Internal Audit 

Date: August 1, 2014 

Grade/Level: Non-Exempt, L14 
Rotating Shifts: No 
Shift Premium: No 

POSITION SUMMARY: Provides secretarial support and performs administrative duties for the Director, 
Internal Audit and the Internal Audit Department. 

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe every function 
which may be performed by this job class. The omission of specific statements does not preclude management 
from assigning specific duties not listed if such duties are a logical assignment to the position. 

• Perform administrative functions; i.e., type, file, answer phones, take messages, provide assistance, route
correspondence, make copies, scan, fax, etc. for Department

• Responsible for the maintenance, storage, and destruction of department records, per applicable policies and
regulations, and working in conjunction with the Authority's designated records management personnel

• Type or prepare, and/or issue standard correspondence, Internal Audit reports, annual audit report, annual
audit plan, Finance Committee memorandums, activity reports, statistical, financial, and special reports,
presentations, training materials, and RFP' s

• Inventory and order departmental office supplies
• Schedule appointments for the Director, Internal Audit using the PC based scheduler
• Confirm payroll data and prepare documentation for bi-weekly submittal; maintain all supporting

documentation
• Data entry and review of time tracking through the AutoAudit software, including preparation of time

utilization reports
• Prepare the quarterly status of audits report, and the department's monthly activity report
• Coordinate travel schedules and arrangements; reconcile, prepare and submit expense reports
• Compile data and prepare or assist in the preparation of budget documents
• Responsible for the Oracle procurement process from requisition through payment, appropriately utilizing

requisition, direct pays, fund releases, purchase orders, etc.; complete, process and maintain all related
documentation

• Participate in the department Business Continuity Plan; ensure updates to the plan occur according to
department schedule

• Provide assistance and support with meetings, including upper management, consultants, legal advisors,
business and industry representatives

• Provide assistance and support to other Authority departments for special projects or events as needed
• Maintain monthly budget summary analysis; responsible for the use and reconciliation of a procurement

card
• Maintain files for continuing professional education requirements and auditor independence statements, as

needed
• Maintain tickler system for follow-up actions for department
• Perform or assist with special projects or other assignments as requested





Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Administrative Assistant 
Internal Audit 

Date 
Section 

August 1, 2014 
011 

In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions. 

Frequency 

Constant - More than 80% (6 1/2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stoooing 

- 51-80% ( 4 1/2-6 hours per 8 hour day)
- 21-50% (2 1/2-4 hours per 8 hour day)
- 6-20% (1-2 hours per 8 hour day)
- 0-5% (Less than l hour per 8 hour day)

Phvsical Effort 

0 - 20 lbs. 
-

21- 50 lbs. 
-

50+ lbs. 

Pushing, Pulling, and/or Dieeing 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Insoection/Reading/Editing 

Writing 

Other 

Constant 

X 

X 

X 

X 

Importance 
3 - Critical part of Job; can't be done any other way 
2 - Important, but may be performed in some other way 
1 - Not Critical; may be reassigned or not performed at all 

Verv Freouent Freanent Occasional Rare Imoortance 

X 1 

X 2 

3 

X 2 

X 1 

X 1 

X 2 

X 2 

X 1 

X 1 

X 1 

X 3 

3 

3 

3 













































































































































































        Job Description 
     

Assistant Director, Project Controls 

Department: Engineering and Construction      Date: May 16, 2022 

Title of Immediate Supervisor: Senior Director, Engineering and Construction  Pay Level: L32 

 
POSITION SUMMARY:  Facilitate, develop, implement and administer project information from start-up through close-out 
phases on all construction contracts, various studies, environmental items, continuing consultant selection and contractor 
selections and other work items.  Oversee GOAA’s Integrated Project Information Web-based Application (iPro) system.  
Manage the Engineering & Construction master program schedule.  Oversee the management of various Sunshine 
Committee processes including compliance with GOAA policies and procedures. Works closely with consultants, 
contractors, external agencies and Aviation Authority staff. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Direct the Project Controls functions, including but not limited to; budget, schedule and scope on engineering and 
construction projects.  

 Manage the Administration of GOAA’s iPro system.  Responsible for confirming data integrity; maintaining user 
roles, user permissions, and look-up datasets; developing custom queries and data analyses; user support and 
troubleshooting; and, coordinating with GOAA Information Technology department and developer.   

 Provide oversight for grant-related activities for Engineering and Construction, including development of funding 
applications, pro-forma information, preparation of narrative and other supporting funding data, verification that all 
local, state and federal agencies are advised as required, and that formal applications meet all state and federal 
statutes. Designated as alternate communication contact with the City of Orlando regarding GOAA’s project 
information. Oversee the processing of contract agreements, addenda, and amendments. 

 Oversee the development and management of the annual Capital and O&M budgets for Engineering and 
Construction, and Planning and Environmental. Manage duties through assigned staff or personally for the 
preparation of the annual O&M budget for department management review, and work with department management 
to prepare accurate and historically relevant recommendations for budget using trend analyses. Develop, assist, 
and advise department management in preparing budget justification for Finance review and Board approval. 
Responsible for justifications and required backup to Finance and senior staff throughout the budget process. 

 Monitor the processing of invoices for project-specific pay applications, direct pays, and service receipts and 
associated reporting.  Responsible for publishing and confirming the data integrity of quarterly and annual reports 
for professional services and construction contracts for amounts paid/awarded. 

 Prepare Board agenda items for all items requiring Board approval resulting from actions taken by various Sunshine 
and other committees.  Oversee preparation of the Construction Report for the Board agenda, and verify that board 
presentation items meet all established requirements. 

 Provide oversight of the management of the assigned Sunshine committees, which may include the Construction 
Committee, Professional Services Committee, and Design Review Committee, monitoring compliance with federal 
and state statutes and GOAA policies and procedures in the process and preparation of agendas/minutes, and 
associated document storage and archives. Maintain current knowledge of GOAA Legislative Acts, Policies and 
Procedures, as related to the Sunshine Committees. 

 Monitor the preparation and prompt issuance of contractor change orders for accuracy and contract language, and 
issuance of change order Notices to Proceed on an as-requested basis and confirm proper approvals are in place 
prior to issuance. Interpret contract documents to verify interpretation of request, compliance and agency 
requirements are met. 

 Verify start-up packages are prepared and executed in a timely manner so that project accounts and funding are in 
place prior to related approvals and billings.  Provide training and oversight of the consultant’s preparation of 



Engineering and Construction’s monthly project cost report updates.  Perform interim project cost updates and 
project cost/funding analysis as requested. Responsible for the project close-out process. Oversee project account 
analysis to determine if project accounts can be closed, and if the available balances are to remain in the program.    

 Monitor the documentation compliance with the State of Florida Regulations for Public Records, Public Libraries 
and State Archives, Electronic Recordkeeping and Microfilm Standards. 

 Analyze project schedules, update as necessary, and manage the publishing of the monthly Master Program 
schedule for all Engineering and Construction projects.  Prepare project milestone schedules.  Manage the set-up, 
recording, and publication of project meetings.  

 Prepare annual reports as required. 
 Perform other duties as assigned. 

 
 
 
Bachelor degree in Business Administration, Engineering, Construction Management, Accounting, Computer Science or 
closely related field, and seven (7) years of work experience related to project management, project administration, data 
management, fundamentals of cost accounting, or an equivalent combination of education, training and experience.  
Experience with a construction firm, consulting firm, law firm, in an airport or other public sector environment preferred.  
Construction Management at Risk/GMP experience is preferred. 
 
 
 

 Demonstrated knowledge of construction specifications, contract terms, related construction design, legal and 
scientific terminology, and basic accounting principles. 

 Proficient computer skills required, to include advanced knowledge of Microsoft Office Products and Visio, and 
advanced experience with web-based database software, Adobe Acrobat Pro and records management systems 
such as SharePoint required.  

 Knowledge of Oracle Financial system and Primavera Project Planning preferred. 
 Excellent organizational skills to manage multiple and diverse activities and projects. 
 Demonstrated high degree of accuracy and attention to detail. 
 Able to interpret detailed information and provide analysis to senior management. 
 Excellent oral and written communication skills, as well as interpersonal skills. 
 Able to develop and implement effective policies and procedures. 

 
 
 

 Valid Florida driver’s license  
 
 
 
Directly supervises a staff of approximately two (2); indirectly supervises a staff of approximately five (5) employees, as well 
as indirect oversight of contracted staff 
 

 
 
 

 High degree of independence, minimal supervision, extensive latitude in initiative, judgment and authority. 
 Interpret policy, contracts, laws, etc.  
 Responsibility for decisions with high monetary impact. 
 Position supervises and directs the work of a major functional area.    
 Responsible for quality and quantity of work, costs, method, and maintenance of discipline, transfers, promotions, 

performance appraisals, salary increases and terminations. 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

LICENSES/CERTIFICATIONS REQUIRED: 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

LATITUDE AND/OR INDEPENDENT JUDGEMENT:  (Include examples of situations where this position 
might position might exercise independent and make decisions) 



 Develop strategic plans. 
 

This Job Description is intended to be comprehensive and to provide details of the position for which it has been written.  However, this 
Job Description is not intended to limit any of the duties, responsibilities or activities that may be required of the employee who is 
employed in the position.  Other duties, responsibilities or activities may be assigned or may change at any time with or without notice.  
The Authority reserves the discretion to revise this Job Description at any time. 
 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Chief Executive Officer    Date 
 
 
         
Sr. Director, HR & Risk Management  Date    
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials and Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Assistant Director, Projects Controls 

Department: Engineering and Construction            Date: May 16, 2022 

 

In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include 

additional requirements as needed.  

Frequency  Importance 
Constant:                More than 80% (6 1/2 hours or more per 8 hour day) 
Very Frequent:       51‐80% (4 1/2‐6 hours per 8 hour day) 
Frequent:                21‐50% (2 1/2‐4 hours per 8 hour day) 
Occasional:             6‐20% (1‐2 hours per 8 hour day) 
Rare:                        0‐5% (Less than 1 hour per 8 hour day) 

3 ‐ Critical part of Job; can't be done any other way 
2 ‐ Important, but may be performed in some other way 
1 ‐ Not Critical; may be reassigned or not performed at all 

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing          X  1 

Walking        X    2 

Sitting    X        2 

Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

        X  1 

        X  1 

        X  1 

Bending/Stooping          X  1 

Pushing, Pulling and/or Digging          X  1 

Reaching over head          X  1 

Kneeling, Crawling          X  1 

Climbing (ladders, stairs, hills)          X  1 

Typing/CRT (attention to detail)    X        3 

Speaking & Hearing      X      3 

Detailed Inspection/Reading/Editing      X      3 

Writing       X      3 

Other             

             

Working Conditions  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Extreme Weather          X  1 

Noxious Fumes          X  1 

Chemicals          X  1 

Insects          X  1 

Heights, Confined Areas          X  1 

Excessive Noise        X    2 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle        X    2 

General Office Equipment (Computer, Copier, Fax, etc.)    X        3 

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Chief Executive Officer    Date 
 
 
           
Human Resources ‐ Compensation   Date  















































































JOB DESCRIPTION 

Job Title: Assistant Manager, Concessions 

Department: Concessions 

Title oflmmediate Supervisor: Manager, Concessions 

Date: March31,2014 

Grade/Level: Exempt; L26 

POSITION SUMMARY: Provides contract drafting, evaluation and research support to the Manager, 
Concessions and related assistance to the Concessions Administrators. Serves as department authority for all 
issues relating to Space Management System database, GIS and OASIS systems. Assists Administrators with 
non-standard or complex tenant issues. Administers assigned tenant agreements through all phases of the 
process. Represents the Authority in assigned matters pertaining to Greater Orlando Aviation Authority 
concessions. 

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe every junction 
which may be performed by this job class. The omission of specific statements does not preclude management 
from assigning specific duties not listed if such duties are a logical assignment to the position. 

• Draft standard and non-standard lease documents and amendments and forward for management and legal
counsel review, ensuring consistency Authority-wide

• Develop assigned Request for Proposal (RFP) documents. Coordinate evaluation of proposals by finance
and small business.

• Provide research support and statistics for non-standard agreements and concession agreement negotiations.
Develop proposals for non-standard implementations (pilots, etc.); research and suggest non-traditional
concession ideas.

• Monitor assigned tenants, ensuring compliance with all lease terms and conditions. Perform inspections of
tenant facilities, noting adherence to opening/closing on time, staffing levels, etc.

• Track sales and financial data for assigned tenants. Coordinate with Finance department to ensure
compliance with their requirements.

• Department authority for space management system and related databases. Maintain and populate the Space
Management System database and coordinate modifications to base drawing with CADD support personnel.
Review GIS space attribution; approve changes, updates, upgrades, customization and testing in OASIS,
and provide required or requested reports to Planning. Coordinate with Planning, Construction and
Maintenance as needed to initiate changes resulting from capital improvement projects.

• Monitor and recommend updates to policies and procedures, including the Significant Event Guidelines,
Graphics Policy, Tenant Design Guidelines, etc. Prepare, manage, and document updates to departmental
processes, policies and procedures.

• Enter assigned new concession agreements into PROPworks, ensuring compliance with stated financial
terms and contract requirements.

• Liaison with assigned tenants to ensure prompt response to concerns/issues raised by the Authority and its
customers. Provide assistance to tenants on matters requiring intervention by other GOAA departments.
May be present to support openings, special events, etc.

• Coordinate tenant participation in the Design Review Committee ("DRC") process. Assist assigned tenants
in DRC preparation; ensure plans submitted by concessionaires comply with GOAA standards and DRC
approvals/comments or required changes. Provide technical and/or procedural guidance to Concessions
Administrators.

• Develop and monitor the department's O&M, Revenue and Capital budgets and coordinate the annual
budgeting process for Manager's approval.











































        Job Description 
     

Assistant Manager, Endpoint Configuration 

Department: Information Technology       Date: August 11, 2022 

Title of Immediate Supervisor: Manager, Unified Communications    Pay Level: L31 

 
POSITION SUMMARY:  Manage the configuration control of all Greater Orlando Aviation Authority (GOAA) endpoint 
devices (Infrastructure, Desktop and Mobile) as well as troubleshooting technically complex problems that affect endpoint 
devices across the Enterprise.  Duties include, but are not limited to the following: identifying systems that are not 
communicating with Microsoft Endpoint Configuration Manager (MECM)/System Center Configuration Manager (SCCM); 
collaborating with IT Infrastructure, Security, Automation Software, and Unified Communications leaders as well as the 
GOAA's 24-hour IT Operations Center staff; administration of the client system deployment, provisioning, and lifecycle 
management system; administration of the Mobile Device Management (MDM) system to manage mobile devices and the 
security of the data on those devices; assist in identifying, diagnosing and resolving complex support issues and bringing a 
high level of service satisfaction to end-users. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Monitor and assign tickets to individual users and verify the Service Level Agreement (SLA) meet compliance are 
assigned accurately. 

 Build out standardized system deployments, create computer images, manage software delivery and deploy 
patches. 

 Manage GOAA mobile devices utilizing MDM system for deployments, security, monitoring and integrations. 
Create, update, and maintain users and devices. 

 Customizes security\permission via Group Policy. 
 Deploy computer software, automate processes and manage software on enterprise computers. 
 Use MECM/SCCM, tools, and system management, to create custom report for maintenance and monitoring. 
 Utilize Microsoft Azure web services for installing, configuring, testing, deploying, and supporting Microsoft Office 

365. 
 Provide support to the IT Operation Center with level 2 and level 3 tier tickets of other supporting software. 
 Utilize Patch my PC software to support computer security vulnerabilities and protection methods to other 

supporting software. 
 Create custom scripting and automation for software install. 
 Manage and support Windows Operating Systems over VPN, utilize MECM remote tool. 
 Protect computers against malware and detect and clean malware from computer hard drives. 
 Assist web team with QA, deployment processes and schedules, and pilot testing new apps and updates. 
 Upload, update, maintain, and delete iOS and Android Apps. 
 Perform data, speed, and App usage analysis on company deployed mobile devices. 
 Provide support and administration for all MDM software. 
 Perform software license audits to confirm software product licensing compliance. 
 Assist in creating and implementing career development plans on new supporting software for the IT Help Desk 

staff. 
 Assign users and computers to proper groups in Active Directory. 
 Perform installation, configuration, and support of the Authority’s workstation software. 
 Assist vendors and technicians who do not have access to GOAA network in providing system down support.  
 Manage the patch deployment process by compiling and distributing security updates targeting PCs across the 

enterprise, eliminating vulnerabilities, and confirming that clients are following PCI Standards. 



 Provide guidance and support to the IT Help Desk staff, assisting in the response of overflow calls and assigned 
tickets.  

 Monitor escalations from the IT Service Center and confirm that client support requests are completed and closure 
is achieved. 

 Install, configure, maintain, modify, and repair internal computer software and associated systems so there is 
minimum workstation downtime and maximum system availability.  

 Provide superior technical support to internal and end-users to resolve computer software and hardware problems 
ranging in difficulty from moderate to complex.  

 Develop IT Policies and Procedures for SCCM administrator. 
 Supervise employees in assigned area.  Assign work, monitor hours of work and authorize time sheets, oversee 

quality, quantity and timeliness of work performed; confirm the compliance with established policy, procedure and 
standards.  Advise management of areas of concern and recommend solutions.  Prepare and conduct performance 
evaluations; develop and provide training as needed.  Participate in interviewing and selection of employees, and 
recommend disciplinary action as needed.  Provide for the safety and security of the work area.   

 If assigned to the GOAA Computer Security Incident Response Team (CSIRT), will be responsible and accountable 
for responding to required information security related incidents including those which may impact the 
confidentiality, integrity, or availability related to PCI DSS, privacy data, or GOAA confidential information.  
Responsible for thorough understanding of the Authority’s CSIRT plan and the employee’s specific role and level of 
authority within that plan.   

 Perform other duties as assigned. 
 
 
 
Bachelor degree in Computer Science and three (3) year’s experience in computer technical support in a PC network 
environment, or an equivalent combination of education, training and experience. Experience in managing Endpoint 
Security applications in a PCI infrastructure responsible for processing credit card transactions.  Experience with Application 
Packaging Virtualization or Streaming 
 
 
 

 Knowledge and experience with a diverse set of client devices and network configurations as well as the ability to 
research, test and verify the viability and safety of solutions prior to implementation. 

 Knowledge of MS Windows and Windows based software  
 Solid understanding of enterprise Security, systems patching and vulnerabilities 
 Demonstrated proficiency with Application Packaging to build customized applications 
 Advanced understanding of IT best practices 
 Working knowledge of scripting tools and technologies 
 Working knowledge and understanding of Active Directory 
 Knowledge of Mobile Device Management (MDM) platforms and experience supporting a MDM System 
 Strong understanding of mobile device operating systems (i.e. Windows, iOS and Android OS) 
 Understand emerging mobile technologies 
 Strong collaboration and project management skills to make recommendations for improvements, implement new 

MDM product features and convey changes to stakeholder teams 
 Ability to work independently and as part of a team 
 Strong accountability and integrity for quality of work performed 
 Excellent verbal and written skills, demonstrated customer service skills, and ability to interface well with staff and 

others 
 Must possess the ability to work in a stressful environment and use professional etiquette when dealing with 

Authority personnel and outside vendors 
 Demonstrated supervisory or leadership skills 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 



 Must be able and willing to work both standard and non-standard work schedules, including weekends to 
accommodate airport operations 
 

 
 

 Valid Florida driver’s license  
 
 
 

 Directly supervises a staff of approximately two (2) employees; as well as indirect oversight of contracted staff 
 
 
 

 Work independently with little supervision or direction 
 Extensive latitude in initiative, judgment, and authority 
 Must be a self-motivated individual who can perform with minimal direction, using sound judgment and creativity in 

solving complex technical problems 
 

This Job Description is intended to be comprehensive and to provide details of the position for which it has been written.  However, this 
Job Description is not intended to limit any of the duties, responsibilities or activities that may be required of the employee who is 
employed in the position.  Other duties, responsibilities or activities may be assigned or may change at any time with or without notice.  
The Authority reserves the discretion to revise this Job Description at any time. 
 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Director    Date 
 
 
         
Sr. Director, HR & Risk Management  Date    
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professionals Rotating Shift:   N/A  

LICENSES/CERTIFICATIONS REQUIRED: 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

LATITUDE AND/OR INDEPENDENT JUDGEMENT:  (Include examples of situations where this position 
might position might exercise independent and make decisions) 



Physical Requirements and Working Conditions  
 

Assistant Manager, Endpoint Configuration 

Department: Information Technology               Date: August 11, 2022 

 

In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include 

additional requirements as needed.  

Frequency  Importance 
Constant:                More than 80% (6 1/2 hours or more per 8 hour day) 
Very Frequent:       51‐80% (4 1/2‐6 hours per 8 hour day) 
Frequent:                21‐50% (2 1/2‐4 hours per 8 hour day) 
Occasional:             6‐20% (1‐2 hours per 8 hour day) 
Rare:                        0‐5% (Less than 1 hour per 8 hour day) 

3 ‐ Critical part of Job; can't be done any other way 
2 ‐ Important, but may be performed in some other way 
1 ‐ Not Critical; may be reassigned or not performed at all 

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing      X      3 

Walking      X      3 

Sitting    X        3 

Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

      X    3 

        X  2 

        X  2 

Bending/Stooping        X    3 

Pushing, Pulling and/or Digging        X    3 

Reaching over head        X    2 

Kneeling, Crawling        X    2 

Climbing (ladders, stairs, hills)        X    2 

Typing/CRT (attention to detail)    X        3 

Speaking & Hearing    X        3 

Detailed Inspection/Reading/Editing    X        3 

Writing     X        3 

Other             

             

Working Conditions  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Extreme Weather          X  2 

Noxious Fumes          X  1 

Chemicals          X  1 

Insects          X  1 

Heights, Confined Areas          X  1 

Excessive Noise          X  1 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle      X      3 

General Office Equipment (Computer, Copier, Fax, etc.)    X        3 

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  

















































































        Job Description 
     

Assistant Manager, User Services 

Department: Information Technology       Date: August 11, 2022 

Title of Immediate Supervisor: Manager, Unified Communication     Pay Level: L31 

 
POSITION SUMMARY:  Provide management, administration, and supervision to the User Services and IT Operation 
Center (ITOC) team for the effective delivery of IT desktop/remote support services. Responsibilities include overseeing 
day-to-day operations of desktop support and the Greater Orlando Aviation Authority's (GOAA) 24-hour service desk, 
guidance towards level two support of hardware and software problems, recommendations on client hardware and software 
purchases and installations, and documentation and tracking of inventory items. Responsible for service and maintenance 
of endpoint devices, printers, accessories, and mobile devices. Other responsibilities include supporting conference room 
computer systems and facsimile machines, and coordinating organization-wide moves, adds, and changes. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Provide leadership and supervision of the User Services and IT Operations Center support team to facilitate quality 
customer service and technical support of software and hardware, to include GOAA computers, peripherals, tablets, 
and other electronic devices. 

 Develop and maintain effective policies and procedures that direct the activities of GOAA ITOC support team and 
contracted personnel for the proper and prompt processing of work orders.  

 Review incident/issue tracking system for team assignments and performance expectations. Manage scheduling of 
the support team to maintain adequate support levels to the user community. 

 Oversee service desk and desktop support problem resolutions to identify trends or problem support areas and 
verify support procedures are being followed. Prepare related reports and follow-up statistics. 

 Troubleshoot and research technical solutions to reported problems. 
 Oversee operational systems, processes, and infrastructure for ITOC. 
 Responsible for records and inventory of assigned hardware, software, and licensing. 
 Manage Mobile Devices, to include ordering, configuration and tracking. Review Mobile billing analysis to confirm 

accuracy and validation of charges being applied. Responsible for financial accounting transactions associated with 
cost recovery and analysis, corrections of inaccuracies.   

 Coordinate with the Assistant Manager, Endpoint Configuration for effective operation of the SCCM and AirWatch 
MDM systems. 

 Analyze performance of Service Desk and ITOC activities and documented resolutions, identify problem areas, and 
devise and deliver solutions to enhance quality of service and to prevent future problems. 

 Coordinate projects with other departments and external organizations and agencies. 
 Provide oversight of technical staff in the implementation, installation, configuration, and technical support of 

systems and mobile devices. 
 Provide on-call support for IT systems as required. 
 Participate in management level planning; support change management processes. 
 Supervise employees in assigned area.  Assign work; monitor hours of work and authorize time sheets; oversee 

quality, quantity and timeliness of work performed; confirm the compliance with established policy, procedure and 
standards.  Advise management of areas of concern and recommend solutions.  Prepare and conduct performance 
evaluations; develop and provide training as needed.  Participate in interviewing and selection of employees, and 
recommend disciplinary action as needed.  Provide for the safety and security of the work area.   

 Interact with all internal departments, consultants, outside support staff and material vendors. 
 Enforce information technology documentation and implementation of policies and procedures. 



 As a member of the GOAA Computer Security Incident Response Team (CSIRT), will be responsible and 
accountable for responding to required information security related incidents including those which may impact the 
confidentiality, integrity, or availability related to PCI DSS, privacy data, or GOAA confidential information.  
Responsible for thorough understanding of the Authority’s CSIRT plan and the employee’s specific role and level of 
authority within that plan.   

 Perform other duties as assigned. 
 
 
 
Bachelor degree in Computer Science or related field and three (3) years’ experience in all levels of desktop support and 
troubleshooting, or an equivalent combination of education, training and experience.  Experience in a leadership role 
required, with supervisory experience preferred.  Experience with Cisco network and Avaya phone equipment required.  
Knowledge of current GOAA client management system and mobile device management system strongly preferred.  
 
 
 

 Knowledge of current GOAA technologies strongly preferred 
 Ability to provide Level 2 and Level 3 desktop support 
 Knowledge of customer service practices, including end-user support experience required 
 Ability to prioritize and handle multiple tasks effectively 
 Ability to plan and supervise to keep users and technicians working efficiently  
 Ability to interface on technical terms with other IT teams 
 Demonstrated ability to troubleshoot/repair desktop and laptop computers, as well as printers 
 Demonstrated skill with computer imaging and Service Desk ticketing software 
 Knowledge of Microsoft Office Professional Products and Microsoft Active Directory and Exchange 
 Excellent verbal and written skills, demonstrated customer service skills, and ability to interface well with staff and 

others 
 Strong problem-solving and technical troubleshooting skills 
 Demonstrated skill in installing and configuring Autodesk products  
 Ability to install and configure desktop computers with Windows 7/8/10 
 Knowledge of IP protocol configurations in Networked [Ethernet] environment 
 Ability to provide installation & support of various software packages, specifically Microsoft Office Professional in an 

Exchange environment, MS Project, MS Visio, MS SharePoint and Adobe Acrobat  
 Knowledge of virus software configuration 
 Demonstrated ability to interface well with users and staff 
 Demonstrated supervisory or leadership skills 
 Must be a self-motivated individual who can work independently and perform with minimal direction 
 Must be able and willing to work both standard and non-standard work schedules, including weekends to 

accommodate airport operations 
 

 
 

 Valid Florida driver’s license  
 
 
 

 Directly supervises a staff of approximately three (3); as well as indirect oversight of contracted staff 
 
 
 
 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

LICENSES/CERTIFICATIONS REQUIRED: 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 



 
 
 

 Work independently with little supervision or direction 
 Extensive latitude in initiative, judgment, and authority 
 Sound judgment and creativity in solving complex technical problems 

 
This Job Description is intended to be comprehensive and to provide details of the position for which it has been written.  However, this 
Job Description is not intended to limit any of the duties, responsibilities or activities that may be required of the employee who is 
employed in the position.  Other duties, responsibilities or activities may be assigned or may change at any time with or without notice.  
The Authority reserves the discretion to revise this Job Description at any time. 
 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Director    Date 
 
 
         
Sr. Director, HR & Risk Management  Date    
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professionals Rotating Shift:   N/A  

LATITUDE AND/OR INDEPENDENT JUDGEMENT:  (Include examples of situations where this position 
might position might exercise independent and make decisions) 



Physical Requirements and Working Conditions  
 

Assistant Manager, User Services 

Department: Information Technology              Date: August 11, 2022 

 

In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include 

additional requirements as needed.  

Frequency  Importance 
Constant:                More than 80% (6 1/2 hours or more per 8 hour day) 
Very Frequent:       51‐80% (4 1/2‐6 hours per 8 hour day) 
Frequent:                21‐50% (2 1/2‐4 hours per 8 hour day) 
Occasional:             6‐20% (1‐2 hours per 8 hour day) 
Rare:                        0‐5% (Less than 1 hour per 8 hour day) 

3 ‐ Critical part of Job; can't be done any other way 
2 ‐ Important, but may be performed in some other way 
1 ‐ Not Critical; may be reassigned or not performed at all 

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing      X      3 

Walking    X        3 

Sitting        X    3 

Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X      3 

      X    3 

        X  3 

Bending/Stooping        X    3 

Pushing, Pulling and/or Digging        X    3 

Reaching over head        X    3 

Kneeling, Crawling          X  3 

Climbing (ladders, stairs, hills)          X  2 

Typing/CRT (attention to detail)    X        3 

Speaking & Hearing  X          3 

Detailed Inspection/Reading/Editing    X        3 

Writing       X      3 

Other             

             

Working Conditions  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Extreme Weather          X  1 

Noxious Fumes          X  1 

Chemicals          X  1 

Insects          X  1 

Heights, Confined Areas          X  1 

Excessive Noise          X  1 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle      X      3 

General Office Equipment (Computer, Copier, Fax, etc.)    X        3 

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  



































































        Job Description 
     

Chief Executive Officer 

Department: Executive Administration       Date: August 26, 2021 

Title of Immediate Supervisor: Aviation Authority Board     Pay Level: E4 
 
POSITION SUMMARY:  Serve as the Chief Executive Officer (CEO) of the Greater Orlando Aviation Authority (GOAA) and 
under the general administrative direction of the Aviation Authority Board, the CEO is responsible for the implementation of 
Board policies, and directs the operation, management, and promotion of all activities with which the Aviation Authority is 
charged under the provisions of its enabling legislation. 
 
DUTIES AND RESPONSIBILITIES AS STATED IN POLICY 110.01 - CHIEF EXECUTIVE OFFICER (ORGANIZATION):   
Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the following representative duties and 
responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job descriptions, but are also an essential 
function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Direct the operation of all airports and projects under the jurisdiction of the Aviation Authority, plan facilities and 
services to meet the community’s aviation needs. 

 Recommend specific goals and objectives to the Aviation Authority Board. 
 Collects and evaluates data pertaining to: 

o Population trends and movement of population centers, 
o Airline needs, 
o General aviation needs, 
o Other transportation media, 
o All applicable regulations and laws, 
o Technological advances, 
o Community needs, 
o Needs and plans of other agencies and authorities. 

 Develop plans for airport expansion, improvement, and additions. 
 Direct the operation of airports through staff. 
 Perform any and all other specific functions reasonably related to the activities of the Authority that is requested by 

the Authority Board. 
 
 







































JOB DESCRIPTION 

Job Title: Communications System Administrator 

Department: Information Technology 

Date: November 9, 2015 

Grade/Level: Exempt; L25 

Title of Immediate Supervisor: Assistant Manager, Unified Communications 

POSITION SUMMARY: Provide service and support to Communication Systems users including 
Authority staff and Shared Tenant Services program customers. Oversee user accounts and ensure 
continuing customer satisfaction by resolving problems, improving existing service, coordinating 
technical support in resolving customer issues, establishing new accounts and providing users with basic 
technical support and training. Support the performance, and availability of our Communication Systems 
to include Voice Services, Voice Messaging, Audio and Video Conferencing, Interactive Voice Response 
and Mobile Device Management. 

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe every 
junction which may be performed by this job class. The omission of specific statements does not preclude 
management from assigning specific duties not listed if such duties are a logical assignment to the 
position. 

• Oversees the deployment and enhancement of telecommunications-related hardware and software
services. Analyzes billing records produced by the airport's billing system to ensure accuracy and
validation of charges being applied. Responsible for all financial accounting transactions associated
with cost recovery and analysis. Analyzes telephone expenses for the airport based on actual and
projected usage. Analyzes all PBX telephone database usage reports and balances them with the
Facilities Management Billing System, and corrects inaccuracies. Compares cost of providing
telecommunications services against the actual rates and charges invoiced to customers. Recommends
rate and charge adjustments as necessary. Performs annual station reviews with customer to verify
billing and correct any errors.

• Analyzes customer's present communications arrangements and develops / presents types of services
that the customer should consider to meet their needs. Programs the telephone changes in the
communications system requested by the customer to meet their needs. Programs Voice Mail services
to provide customers with the desired service. Recommends and implements changes to maximize
telecommunications system operation and minimize costs. Performs telecommunications consultation
services to customers for each request submitted requiring substantive change in service. Advises
customers on product features.

• Audits the PBX Network and Voice Mail databases to ensure users remain valid customers on the
network. Administers the Authorization Code Program and issues and tracks those codes for usage
and possible toll fraud.

• Studies material usage, identifies shortages and obsolete/excess stock, and analyzes equipment flow to
the customer. Prepares and analyzes telecommunications statistics relating to the department's
communications equipment and use. Recommends appropriate stock levels.

• Responsible for System Administrator functions associated with airport's communication systems to
include but not limited to: voice service, voice messaging, Authorization Code System, Interactive
Voice Response System and Mobile Device Management Server. Serves as the System Administrator
for the airport's Call Pilot Voice Mail System, Cellular Blackberry and Goodlink Server. Runs
backup and recovery operations.







Job Description Supplement 

Physical Requirements and Working Conditions 

Position Title 
Department 

Conununications System Administrator 
Information Technology 

Date 
Section 

November 9, 2015 
521 

In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions. 

Frequency 
Constant - More than 80% ( 6 I /2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stooping 

- 51-80% ( 4 1/2-6 hours per 8 hour day)
- 21-50% (2 1/2-4 hours per 8 hour day)
- 6-20% (1-2 hours per 8 hour day)
- 0-5% (Less than I hour per 8 hour day)

Phvsical Effort 

0 - 20 lbs. 

21- 50 lbs. 

50+ lbs. 

Pushing, Pulling, aod/or DiPPing 

Reaching over Head 

Kneeling, Crawling 

Climbing /ladders, stairs, hills) 

Tvning/CRT (attention to detail) 

Sneaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

. 

X 

Importance 
3 - Critical part ofJob; can't be done any other way 
2 - Important, but may be performed in some other way 
I - Not Critical; may be reassigned or not performed at all 

Verv Freouent Freouent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 3 

X 2 

X I 

X 2 

X I 

X 2 

X I 

X I 

X 3 

3 

X 3 

X 3 
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