






























































        Job Description 
     

Manager, Airport Operations (Landside) 

Department: Airport Operations – Landside Division     Date: June 6, 2022 

Title of Immediate Supervisor: Assistant Director, Airport Operations - Landside  Pay Level: L29 

 
POSITION SUMMARY:  Manage the daily operations and long term planning for the Greater Orlando Aviation Authority’s 
(GOAA) landside related facilities. Plan and provide direction to staff to maintain safe, secure and orderly operations in the 
Landside Division.  Prepare and perform management oversight of the departmental budget.   
 
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: 
 

 Manage the planning, development and administration of GOAA’s landside related facilities and resources. Provide 
direct management oversight and guidance to Landside Division staff 

 Prepare and manage all aspects of the department budget, including project accounts.  Oversee purchase orders, 
requisitions, and procurement of supplies. 

 Manage training program for staff and confirm proper emergency response to incidents 
 Responsible for the operational security and compliance with all relevant federal, state, and local rules and 

regulations, related to GOAA’s landside related facilities. 
 Mediate and mitigate issues involving staff within the division.  Advise and work with the Human Resources 

Department as necessary.  Assist the Human Resources Department in investigations/inquiries pertaining to the 
Landside Division.  

 Verify proper enforcement of Authority Ground Transportation Rules and Regulations (GTR&R) 
 Initiate recommendations, as needed, to support changes to existing policies and procedures for the Landside 

Division.  Develop and implement plans, policies, and procedures.   
 Verify proper issuance of parking citations in accordance with appropriate statutes and ordinances 
 Develop and coordinate Emergency Response Procedures 
 Attend meetings, make decisions and resolve issues for the Landside Division 
 Act as Supervisor, Landside Operations as necessary to support the day-to-day operations of the department 
 Serve as liaison to other departments as well as local, state and federal agencies in matters pertaining to Landside 

Division operations or staff  
 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. 

 Perform other duties as assigned. 
 
 
 
Bachelor Degree in Aviation Management, Business Administration or related field, and six (6) years experience in 
airline/airport operations, or an equivalent combination of education, training and experience.  Supervisory experience 
required.  
 
 
 

 Knowledge of related laws, regulations, policies and procedures, including Federal Aviation Regulations pertaining 
to Airport Operations 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 



 Computer skills and knowledge of Microsoft Office software: Excel, Word, PowerPoint required 
 Demonstrated leadership and management skills 
 Effective oral and written communication skills and strong customer service skills required, multi-lingual skills 

desired 
 Must be capable of properly operating field communication equipment and speaking clearly in English when 

operating such equipment  
 Excellent organizational skills and attention to detail 
 Must be able and willing to work both standard and non-standard work schedules, including weekends to 

accommodate airport operations 
 Demonstrated analysis and problem resolution skills 

 
 
 

 Valid Florida driver’s license  
 Parking Enforcement Specialist Training course required  at time of hire/promotion or within three (3) months of 

assignment to this position 
 
 
 

 Directly supervises a staff of approximately two (2) employees,  and indirect oversight of approximately one 
hundred eight (108) employees 
 
 
 

 Work very independently with little supervision or direction – substantial latitude in initiative, judgment and authority  
 Operational decisions and development of policies that effect the day to day operations of the airport 
 Supervise and direct the work of a major functional area, including responsibility for costs, operational methods, and 

hire, transfer, promotion and termination of staff 
 

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 
 
 
                
Chief of Operations     Date  Sr. Director, HR & Risk Management  Date  
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials and Administrators 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  
 

Manager, Airport Operations (Landside) 

Department: Airport Operations – Landside Division          Date: June 6, 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    2 

Walking      X      2 

Sitting      X      3 

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  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    2 

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

2Way Communication Radio    X        3 

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  



JOB DESCRIPTION 

Job Title: Manager, Automation Software 

Department: Information Technology 

Title of Immediate Supervisor: Director, Information Technology 

Date: July 11, 2014 

Grade/Level: Exempt; L33 

POSITION SUMMARY: Supervises the Database Administration, Applications Development 
and Control Systems staff on mission-critical Financial, Operations and Security applications. 
Responsible for all aspects of the group design, development, modifications, integration, and 
maintenance on new and existing applications, databases and web sites. 

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. 

• Manage complex application analysis, design, development, implementation, integration,
enhancement and maintenance of complex systems. Responsible for feasibility studies,
time and cost estimates, and projecting software and hardware requirements.

• Define, maintain and manage standards of use for the enterprise integration metadata and
component reuse repository as well as correct use of integration metrics for project
estimates.

• Map business requirements to technology capabilities, identifying gaps and omissions and
designing end-to-end solutions.

• Monitor systems, applications and interfaces for error conditions. Work with the proper
support team to resolve the problem with little downtime and minimal loss of data.

• Perform database administration tasks on Oracle and MS SQL servers to ensure security
and optimize performance by establishing, scheduling and monitoring systems logs,
reports and alerts for disk space, backups and data anomalies while maintaining adequate
system resources for supported systems and databases.

• Establish and maintain the security and integrity of supported databases, the enterprise
integration and infrastructure.

• Update database software/applications in accordance with any maintenance contracts
pending or as necessary to keep systems within recommended version guidelines.

• Work closely with end users, application development teams and business partners to
ensure the success of multiple system integration projects. Work closely with
departments to develop business and functional requirements, ensure systems are
appropriately stable and smoothly integrated with existing systems.

• Prepare specifications for acquisition and development of automation systems and
components, and prepare test plans and procedures as appropriate.



















































































































        Job Description 
     

Manager, Environmental Permitting  

Department: Environmental Services        Date: April 26, 2022 

Title of Immediate Supervisor: Director, Planning & Development      Pay Level: L30 

 
POSITION SUMMARY:  Manage the Greater Orlando Aviation Authority’s (GOAA) environmental permit process through 
multiple governmental agencies at the Federal, State, and local levels. Oversee the permit auditing and reporting 
requirements and maintain compliance. Perform permitting review, compliance monitoring, field inspections, and technical 
support services in relation to air, water, waste, wetland, ecological, and other environmental programs. Manage and 
maintain GOAA’s online environmental database permit related databases.  Perform site visits for verification of wetland 
lines along with photo-interpretation of aerial surveys and identify indicators of protected species. Prepare budgets and 
review cost analysis for environmental projects, permits, and programs. 
 
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: 
 

 Manage all environmental permits such as GOAA’s State and Federal Wetland ERP permits; Wildlife permits; Multi 
Sector Generic Permit; Avian Surveys; Notice of Intent stormwater permit; City of Orlando Industrial Pre-Treatment 
permit; GOAA’s Master De-Watering permit; along with maintaining and updating the OIA and OEA Drainage Atlas. 

 Implement and manage spill prevention programs. 
 Update and modify permits as needed for future planning and development purposes. Assess and maintain 

concurrence with future proposed plans and permit conditions. Monitor compliance with environmental permits for 
all phases of project construction.  

 Review permit applications drafted by consultants prior to agency submittal.  
 Maintain and monitor permit compliance for GOAA fuel tanks, SPCC inspections, SWPPP and National Pollutant 

Discharge Elimination System, etc. 
 Investigate the nature and extent of soil, sediment, erosion, groundwater, and other media contamination.  
 Maintain and update GOAA’s online environmental database & permit tracking software.   
 Plan and conduct environmental training in a variety of environmental areas for permit compliance.  
 Implement effective employee training programs. 
 Liaison with Wildlife Management staff concerning Bird Surveys, Threatened and Endangered Species Surveys, 

relocation of species, and other wildlife permitting needs. 
 Work closely with regulatory agencies to provide project details and obtain concurrence with proposed plans and 

permits.  
 Determine data collection methods for consultants and assist with collection and analysis of samples of soil, water, 

air, and other materials. 
 Prepare and monitor environmental budget; recommend changes to environmental policies. 
 Develop and recommend solutions to eliminate pollution and environmental hazards and minimize ecological 

impacts on GOAA property. 
 Work closely with consultants, regulatory personnel, and staff extension to manage projects to completion.  
 Serve as the departmental representative on GOAA’s 24 Hour Emergency Response Team;  liaison to local 

agencies and contractors responding to emergency notification on Authority properties 
 Perform other duties as assigned. 

 
 
 
 
 



 
 
 
Bachelor degree in the Environmental Sciences or related field and six (6) years of related experience. Experience to 
include prior permitting background, coordination with regulatory staff, field testing and sampling activities for a consulting 
firm or a public agency; environmental compliance and enforcement activities within Florida, or an equivalent combination of 
education, training and experience.  
 
 
 

 Knowledge of the Florida Administrative Code in relation to various State environmental permitting policies and 
procedures  

 Knowledge of environmental program procedures, methods, practices, and their application to specific situations 
 Understanding of the State 404 Assumption rule as it relates to permitting with the ACOE and FDEP 
 Fundamental understanding of environmental and ecological program procedures, methods, practices, and their 

application to specific situations and permitting 
 Knowledge of federal, state and local environmental laws, rules, ordinances, permits, and reporting procedures on 

environmental monitoring, water quality, wetlands, wildlife, and vegetation 
 Ability to coordinate environmental projects with other departments, outside consultants and contractors to meet 

regulatory compliance 
 Excellent written and oral communication skills and the ability to communicate technical information with efficient 

report writing 
 Excellent planning, organizational and interpersonal skills, to work with a diverse, multi-cultural staff 
 Strong attention to detail and multitasking skills 
 Proficient use of communication devices, hand tools, monitoring devices, test equipment and scientific procedures 

used for environmental inspections and procedures   
 Intermediate computer skills and Microsoft Office programs required; knowledge of environmental data 

management systems desired  
 Ability to read and understand storm drain atlas and geographic information systems (GIS). Navigate the FDEP 

Oculus permit database website  
 Strong leadership skills to effectively oversee the work of multiple consultants/contracted staff 
 Ability to coordinate environmental projects with other departments, outside consultants, contractors, and 

government agencies to meet regulatory and permit compliance 
 

 
 

 Valid Florida driver’s license 
 Class A/B UST Operator Training 
 Spill Prevention, Control and Countermeasure (SPCC)  
 40-hour Hazardous Waste Operations and Emergency Response training 

  
 
 

 Manage and direct the work of multiple consultants/contracted staff 
 
 
 

 Work independently with little supervision. High level of initiative, discretion, and judgment 
 Manage and direct the work of several environmental projects, major work areas or functions of the organization, 

consultants and contractors; usually involving two or more functional areas, or phases of work of primary 
importance   

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) 



 Coordinate operations and activities, establish standards of performance, provide counsel for unusual problems, 
evaluate performance and compliance with policies, programs, etc.   
 

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: Professionals Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Manager, Environmental Permitting  

Department: Engineering & Construction              Date: April 26, 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  2 

        X  2 

        X  2 

Bending/Stooping          X  3 

Pushing, Pulling and/or Digging          X  2 

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    3 

Noxious Fumes        X    2 

Chemicals        X    3 

Insects        X    2 

Heights, Confined Areas        X    2 

Excessive Noise        X    2 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle      X      3 

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

Petroleum Storage Tank Monitors        X    3 

Water Quality Station Monitors        X    3 

             

SUPERVISOR COMMENTS: 

 
Field project site visits.  
 
 

 

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



JOB DESCRIPTION 

JOB TITLE: Manager, Facility Assets 

DEPARTMENT: Maintenance 

TITLE OF IMMEDIATE SUPERVISOR: Director, Maintenance 

DATE: June 23, 2014 

GRADE/LEVEL: Exempt; 129 

POSITION SUMMARY: The Manager, Facility Assets is responsible for the development, implementation, and 
administration of an asset management program and associated asset management systems (AMS) that include 
policies, standards, methods, procedures, and manual and automated processes. 

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. 

• Implement and manage all phases of the overall CMMS business plan
• Develop and maintain a complete hierarchy for Authority assets, including:

o a posting matrix that will establish the level of asset detail to be maintained in the database
o a "smart numbering" system that will allow for the data capture of work detail against assets
o a business flow of work that will gather the needed information without added resources
o support and train users of the CMMS in their day-to-day responsibilities
o build and manage the necessary program to manage and "bill" for the services captured in the CMMS

in accordance with the latest lease agreements, including airlines and tenants
• Create, execute and sustain a comprehensive, multi-faceted asset management system (AMS) encompassing,

but not limited to:
o land, including environmental protection areas; runways, taxiways, aprons and roadways
o buildings and structures, including their electrical and mechanical systems and inventories
o aviation-unique assets such as aircraft boarding bridges and pre-conditioned air units
o signage inventories for both passenger facilities and roads

• Develop asset management program concepts and engage other appropriate persons and departments in
comparative assessments of those concepts to prepare recommendations

• Define concepts and make comparative assessments, specify automated process functional and integration
requirements, data requirements, and measurement and reporting requirements

• Utilize in-depth understanding of the capabilities and configuration options of the CMMS (Computerized
Maintenance Management System) and other enterprise automated systems to meet AMS program
requirements and ensure successful implementation

• Recommend improvements and/or additions to asset management program policies, standards, methods, and
procedures and lead their implementation. Includes Automated methods for tracking parts, a comprehensive
preventive maintenance schedule and work tracking program, etc.

• Recommend improvements and/or additions to asset management program processes, both manual and
automated, and document automated process functional and interface requirements, data requirements and
measurement and reporting requirements

• Participate in the implementation of automation requirements and in the testing, training and use of those
processes as incorporated into the CMMS and other applications such as GIS and Oracle Financials.

• Participate in and facilitate collection of asset condition data and input of the data into the appropriate
databases using CMMS and other applications including:

o The development and implementation of RF tag technology
o The use of hand-held wireless tablets to gather field data
o Continued training and support of field personnel

• Participate in continuing efforts to improve location information for assets using GIS standards and methods







Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Manager, Facility Assets  
Maintenance 

Date 
Section 

June 23, 2014 
631 

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. 

Bendin�/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 1 hour per 8 hour day)

Phvsical Effort 

0- 20 lbs. 

21- 50 lbs. 

50+ lbs. 

Pushing, Pulling, and/or Di0oing 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

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 Frequent Freouent Occasional Rare Imnortance 

X 1 

X 1 

2 

X 2 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 3 

X 3 

X 3 

X 3 

























































































































































































































































































        Job Description 
     

Parking Customer Service Coordinator  

Department: Parking Operations          Date: February 21, 2022 

Title of Immediate Supervisor: Assistant Director, Airport Operations - Parking and GT  Pay Level: L16 

 
POSITION SUMMARY:  Primary representative for Parking Operations contractual and customer service issues for the 
parking management agreement, the shuttle management agreement and other customer services related issues. Respond 
to high volume of telephone calls Parking/Ground Transportation customer complaint line, resolve customer service issues 
or refer issues to appropriate member of management.  Provide administrative support for the Assistant Director, Airport 
Operations - Parking and Ground Transportation and Manager, Airport Operations - Parking.   
 

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: 
 

 Customer service liaison for the Parking and Grounds Transportation department. Customer service issues include 
but are not limited to; damaged vehicles, customer towed vehicles, abandoned Rental Cars in public parking, 
repossessed vehicle recovery, etc. 

 Respond to high volume of telephone calls for Parking/Ground Transportation customer complaint line, resolve 
customer service issues or refer issues to appropriate member of management. 

 Research, prioritize, and follow up on incoming issues and concerns addressed to Parking/Grounds Transportation. 
Determine appropriate course of action, referral, or response: gather and analyze information required for review by 
management. 

 Administer GOAA’s E-Pass/SunPass program, to include; resolving payment issues, request reversal of 
replenishments, manual charges and other issues with the program. 

 Monitor the shuttle bus operator’s compliance with the contractual frequency schedule and notify shuttle operator of 
the result. 

 Provide administrative support for the Assistant Director, Airport Operations - Parking & Ground Transportations 
and other management as assigned,  including correspondence, answer/screen telephone calls and direct to 
appropriate person for response, schedule appointments and maintain calendar, arrange internal and external 
meetings. Coordinate travel arrangements and process travel documents 

 Responsible for Oracle procurement process from requisition through payment, appropriately utilizing requisitions, 
direct pays, fund releases, purchase orders, etc.; complete process and maintain related documents 

 Assist in preparing Board, Concession/Procurement, Construction Finance Oversight Committee items,   
 Prepare and distribute meeting meetings as needed.  
 Administer the Authority’s parking validation stamp program.  
 Coordinate the Division’s uniform program to include fitting, ordering, payment, receiving, and return of uniforms. 
 Act as Records Management Coordinator for the Parking Operations / GT Services Division. Responsible for the 

maintenance, storage, and destruction of department records, per applicable policies and regulations.   
 Serve as payroll clerk for the department. Confirm data and prepare payroll documentation; maintain all supporting 

documentation 
 Perform other duties as assigned. 

 
 
Associate degree in a related field and three (3) years experience in customer service with a focus on customer compliant 
resolution, administrative support and/or airport operations, or an equivalent combination of education, experience and 
training. 
 
 

MINIMUM QUALIFICATIONS:   



 
 

 Effective customer service resolution skills  
 Knowledge of word-processing and a typing speed of 50 CWPM 
 Intermediate computer skills and proficient in Microsoft Office programs required; experience using Oracle 

Financials  
 Excellent and professional oral and written communication in English including grammar and punctuation skills  
 Demonstrated attention to detail and strong organizational, and administrative skills 
 Strong analytical, interpersonal, and problem solving skills 

 
 

 
 

 Valid Florida Driver License  
 
 
 

 None 
 
 
 

 Work independently under general supervision with limited independence and under general direction 
 Demonstrate good judgement in communicating with senior management, consultants, customers, and other 

Authority departments regarding customer related issues 
 Make routine decisions within established guidelines, refer unique issues to management 
 Interact with staff (at all levels) in a fast paced environment, sometimes under pressure, remaining flexible, 

proactive, resourceful and efficient  
 Set priorities for own work  

 
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 / Assistant Director  Date  Department Director    Date 
 
 
         
Sr. Director, HR & Risk Management  Date    
 
 
                
FLSA: Non – Exempt  Shift Premium:  N/A 

EEO Category: Administrative Support Rotating Shift:   N/A  

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) 



Physical Requirements and Working Conditions  
 

Parking Customer Service Coordinator  

Department:  Parking Operations              Date: February 21, 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    2 

Walking        X    2 

Sitting    X        3 

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

        X  1 

        X  1 

        X  1 

Bending/Stooping        X    2 

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      2 

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  2 

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

2 way Radio          X  2 

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor/Assistant Director  Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  















JOB DESCRIPTION 

Job Title: Parking Systems Auditor   Date: September 12, 2014 

Department: Airport Operations - Transportation Contracts  Level: Exempt; L21 

Title of Immediate Supervisor: Manager, Parking Operations 

POSITION SUMMARY: Assists in the audit, research, and maintenance of the Authority's 
Parking and Ground Transportation Revenue Control System (PRCS) software. Researches E­
Pass/SunPass transactions, modifies transponder activity, corrects system records, and 
documents adjustments. Analyzes PRCS data, identifies system deficiencies, and assists in 
database research. Supports implementation of new PRCS software and hardware and conducts 
detailed reviews of system testing and reports. Audits PRCS credit card processing to ensure 
credit card transactions and revenue are accurately processed and reported. Reviews PRCS data 
and provides reports as needed. 

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. 

• Conduct detailed analysis of all transactions, activity, records, data and systems to ensure
accurate capture, recording and charging of Authority parking revenues

• Support the Manager by performing research and maintenance of the PRCS software
database

• Responsible for audit and research of the PRCS software to ensure it is operating efficiently
and effectively

• Participate in the implementation of new PRCS software/system upgrades and conduct
detailed review of system testing and reports to verify accuracy and system performance

• Responsible for the daily research and maintenance of E-Pass/SunPass records, to include but
not limited to modification of transponder activity, adjustment to system records, equipment
software data, and documentation of records

• Responsible for the daily audit of PRCS credit card processing to ensure credit card
transactions and revenue are accurately processed and reported

• Support the parking and ground transportation administrative staff in research of the PRCS
system database

• Review PRCS data and provide reports as needed
• Immediately reports concerns to management as appropriate
• Perform other duties as assigned





Job Description Supplement 
· Physical Requirements and Working Conditions

Position Title 
Department 

Parking Systems Auditor     
Transportation Contracts 

Date 
Section 

September 12, 2014 
234 

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/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. 

21-40 lbs

50+ lbs. 

Pushing, Pulling, and/or Digging 

Reaching over Head 

Kneelin)(, Crawlin)( 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Speakin)( & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

Importance 
3 - Critical part of Job; 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 Freauent Freauent Occasional Rare Imoortance 

x I 

x 3 

x 3 

x 3 

x 3 

x 3 

x 2 

x I 

x 3 

x I 

x I 

x 3 

x 3 

x 3 

x 3 



































JOB DESCRIPTION 

Job Title: Project/Construction Coordinator Date: August 20, 2012 

Department: Airport Operations - Landside Grade/Level: Exempt; L23 

Title oflmmediate Supervisor: Assistant Director, Airport Operations 

POSITION SUMMARY: Provides project management and program coordination for projects 
that require direct input from Airport Operations. Seeks solutions and resolutions to issues that 
arise in the planning, design and construction phases that involve the Airport Operations. 
Develops and/or coordinates with the Project Managers conceptual designs, scope, planning, 
technical reviews, budgeting, scheduling and monitoring of all development phases of projects or 
programs. Reviews documents, specifications, outage notifications, and change orders, and 
provides notifications and communicates construction activity with all GOAA departments and 
airport tenants, as required. Performs at the direction of the Director or Assistant Director, in a 
professional and proficient manner. Be available after hours and weekends as required. 

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe 
every fanction 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. 

• Division liaison with Construction, Planning, Engineering, Maintenance, Consultants,
Contractors, Construction Committee and DRC. Provides input to these departments and

· committees to ensure that Airport Operations concerns are being addressed.
• Provide project coordination and oversight.
• Coordinate projects from conceptual drawings to completion. Inspect, review and assist in

the project development.
• Review documents, specifications, outage notifications, and change orders, then provide

notifications and communicate construction activity with all GOAA departments and airport
tenants, as required.

• Monitor to ensure project is completed as required for areas that directly impact Airport
Operations.

• Ensure effective communications between Operations, the Aviation Authority, consultants,
contractors, contractors' suppliers, and legal representatives working on assigned projects.

• Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS: 

Bachelor Degree or an equivalent in-depth specialized training program directly related to the 
type of work being performed and four ( 4) years experience in airport operations, project 
coordination, or construction management, or an equivalent combination of education, training 
and experience 





Position Questionnaire - Supplement 
Physical Requirements and Working Conditions 

Position Title: 

Department: 

Project/Construction Coordinator      Date: August 20, 2012 

Airport Operations - Landside Section: 417 

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 

Walkins 

Sitting 

- 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)

Physical Effort 

Lifting A. 0-20 lbs.

B. 21-50 lbs.

C. 50+ lbs.

Bending/Stooping 

Pushine, Pulling, and/or Digging 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Sneaking & Hearing 

Detailed Insoection/Reading!Editing 

Writing 

Constant 

x 

Importance 
3 - Critical part of Job; 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 

Ve� Frequent Frequent Occasional Rare Importance 

x 3 

x 3 

x 3 

x 3 

x 3 

x 2 

x 3 

x I 

x 3 

x I 

x 3 

x 3 

3 

x 3 

x 3 















































































JOB DESCRIPTION 

Job Title: Revenue Control Analyst

Department: Finance 

Date: October 23, 2014 

Grade/Level: Exempt; L23 

Title of Immediate Supervisor: Supervisor, Revenue Control 

POSITION SUMMARY: Record, report, monitor and analyze revenues, airline statistics, security 
deposits, and concession activity. Coordinate all aspects of collection and monitoring of the passenger 
facility charge (PFC) program. Compile and analyze tax related data and prepare returns. Maintain and 
monitor revenue, invoicing and collection of revenue relating to Authority's customers. Review contract 
documents for compliance. 

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 financial analysis, including but not limited to the preparation of monthly revenue and
deferred revenue accruals, revenue fluctuation analysis, revenue trend analysis, concession audits and
airline revenue analyses, AIR to G/L and interfund reconciliations.

• Compile, summarize and analyze parking revenue activity and record related transactions to GL
• Research tax issues and prepare sales tax, gross receipts tax, excise tax and municipal utilities tax

returns on a monthly basis.
• Prepare year-end financial statement schedules and notes and work with independent auditors during

the interim and year-end audits.
• Coordinate all collection and monitoring of the Authority's PFC program including coordination of

efforts with Department of Transportation General Council, Federal Aviation Administration (FAA)
and air carriers when necessary to correct any non-compliance issues. Perform monthly reconciliation
of PFC database to general ledger and bank statements, monitor airlines' remittance of quarterly
reports and audits in accordance with FAA regulations. Review and analyze the airlines remittances to
ensure reasonable reporting.

• Monitor security deposits to ensure compliance with contract documents and coordinate efforts to
obtain renewals of Letter of Credit and bond continuation certificates prior to expiration. Perform
draws on security deposits when necessary to minimize losses to the Authority. Coordinate an annual
review of cash security deposits in preparation of Escheat Property filing to state agency and a
semiannual review of deposit compliance on Ground Transportation's customers.

• Perform collection, analysis and report air carrier statistics; compile billing data for the invoicing of
landing and baggage fees.

• Work with Commercial Properties and PROPworks on the set up of bill rules in connection with new
rates and charges established on an annual basis.

• Understand and follow the Authority's policies and procedures and the internal controls designed for
the Revenue Control Department.

• Update departmental procedures and internal controls as needed.
• Assist with financial system application testing as needed and trouble shoot system errors and issue
• Assist with special projects, work with other departments and oversee the work of staff as assigned.







Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Revenue Control Analyst  
Finance 

Date October 23,, 2014 
Section: 111 

In the spaces below, please note what kind of physical mental activities are involved in perfonning 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. 

Bendin!!/Stooning 

- 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, and/or DjQQing 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Speaking & Hearing 

Detailed lnsnection/Readin�IF.ditine: 

Writing 

Other 

Constant 

x 

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 
I - Not Critical; may be reassigned or not performed at all 

Verv Frequent Freqnent Occasional Rare Imnortance 

x 2 

x 2 

3 

x 2 

x 2 

x I 

x 2 

x 2 

x 2 

x 2 

x 2 

3 

3 

3 

3 






























	Maintenance Cost Control Specialist Lead - L18 - 7-2018
	Maintenance Dispatcher - L16 - 5-2019
	Maintenance Support (OIA & OEA) - B1 - 1-2017
	Manager, Access Control and Security Compliance - L29 - 6-2017
	Manager, Air Service & Business Development - L29 - 10-2017
	Manager, Airfield and Grounds - L29 - 4-2016
	Manager, Airport Operations - Airfield - L29 - 2-2019
	Manager, Airport Operations - BHS - L29 - 2-2020
	Manager, Airport Operations - Landside - L29 - 6-2022
	Manager, Automation Software - L33 - 7-2014
	Manager, Aviation Planning & Development - L29 - 5-2021
	Manager, Board Services - L28 - 9-2020
	Manager, Building Services - L29 - 11-2016
	Manager, Business Applications - L31 - 2-2018
	Manager, Commercial Development - L29 - 2-2018
	Manager, Commercial Development (Real Estate) - L29 - 10-2021
	Manager, Contracts and Grants - L29 - 9-2017
	Manager, Cost Control and Contracts - L29 - 5-2017
	Manager, Customer Experience - L29 - 10-2018
	Manager, Customer Service Training & Employee Engagement - L29 - 10-2018
	Manager, Electrical Systems - L29 - 9-2017
	Manager, Emergency Communications - L29 - 6-2019
	Manager, Engineering - L32 - 12-2018
	Manager, Environmental Compliance - L29 - 6-2017
	Manager, Environmental Permiting - L30 - 4-2022
	Manager, Facility Assets - L29 - 7-2014
	Manager, Finance (Financial Reporting) - L29 - 5-2021
	Manager, Ground Transportation Services - L29 - 8-2020
	Manager, Human Resources (Comp & Benefits) - L31 - 10-2018
	Manager, Human Resources (HRIS) - L29 - 9-2021
	Manager, Human Resources (Recruit ER) - L29 - 9-2021
	Manager, Human Resources (Training) - L30 - 6-2021
	Manager, Human Resources (Training) - L31 - 11-2019
	Manager, Interiors - L26 - 12-2020
	Manager, IT Infrastructure - L33 - 9-2019
	Manager, IT Projects - L33 - 9-2019
	Manager, IT Security - L36 - 5-2017
	Manager, Life Safety Systems - L29 - 4-2021
	Manager, Maintenance Budgets & Contracts - L29 - 7-2018
	Manager, Maintenance Contracts - L29 - 9-2017
	Manager, Marketing Services - L29 - 10-2021
	Manager, OEA General Aviation - L29 - 12-2020
	Manager, Parking Operations - L29 - 9-2018
	Manager, Plant Maintenance - L29 - 9-2018
	Manager, Project Controls - L29 - 5-2022
	Manager, Public Affairs - Production - L29 - 3-2019
	Manager, Purchasing - L29 - 7-2020
	Manager, Records Administration - L28 - 7-2021
	Manager, Safety Program - L29 - 12-2021
	Manager, Security Contracts - L28 - 5-2018
	Manager, Security Operations - L29 - 9-2018
	Manager, Strategic Projects - L29 - 10-2021
	Manager, Tenant-Concessions Projects - L30 - 12-2016
	Manager, Terminal Facilities - L29 - 5-2021
	Manager, Unified Communications - L33 - 12-2019
	Manager, Wildlife Program - L29 - 1-2019
	Material Control Storekeeper I - B3 - 10-2018
	Material Management Specialist - L14 - 10-2018
	Mechanical Contracts Coordinator - L21 - 3-2019
	Microsoft Exchange Administrator - L29 - 11-2018
	Network Administrator - L29 - 12-2017
	OEA Airport Electrician - B9 - 12-2018 (Bargaining Unit)
	OEA Building Maintenance Repair - B4 - 12-2018 (Bargaining Unit)
	OEA Grounds Maintenance Lead - B5 - 12-2018 (Bargaining Unit)
	Painter III - B6 - 4-2019
	Parking Customer Service Coordinator - L16 - 2-2022
	Parking Operations Specialist - L15 - 2-2020
	Parking Revenue Analyst - L17 - 10-2018
	Parking Systems Auditor - L21 - 9-2014
	Payroll Financial Analyst - L23 - 12-2018
	Plumber II - B8 - 8-2019
	Plumber III - B9 - 8-2019
	Production Technician - L18 - 8-2019
	Program Manager, Aviation Noise Abatement - L26 - 9-2021
	Project Construction Coordinator - L23 - 8-2012
	Project Controls Specialist - L20 - 5-2022
	Project Manager - Structured Cabling - L26 - 12-2017
	Property Specialist - L14 - 10-2018
	Purchasing Administrative Specialist - L14 - 10-2018
	Purchasing Agent - L20 - 2-2018
	Purchasing Contracts Administrator - L23 -12-2018
	Receptionist - L11 - 3-2019
	Records Coordinator - L18 - 5-2022
	Records Management Specialist - L19 - 7-2017
	Research Analyst - L21 - 1-2018
	Resources Management System Coordinator - L21 - 12-2018
	Revenue Control Analyst - L23 - 10-2014
	Revenue Control Specialist - L17 - 8-2018
	Risk & Safety Coordinator - L16 - 3-2022
	Security Compliance Specialist - L16 - 7-2019
	Security Technician - L15 - 9-2018



