

















JOB DESCRIPTION

Job Title: Maintenance Support Date: January 30, 2017
Department: Maintenance Grade/Level: Non-Exempt; Bl

Title of Immediate Supervisor:  Supervisor, Maintenance or Manager, OEA General Aviation

POSITION SUMMARY: Provides general labor support to all divisions within the Maintenance
Department and other Aviation Authority departments at Orlando International Airport (OIA) or at
Orlando Executive Airport (OEA) as assigned.

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

¢ Performs semi-skilled general labor tasks, which include, but are not limited to: moving furniture
and equipment, material handling, vehicle operation, work site cleanup after job completion,
policing of grounds, and debris removal,
* Provides additional personnel resources to other trades shops and maintenance divisions or OEA
maintenance as needed/assigned.
s Performs daily mail courier duties, provides special courier services as needed.
¢ Completes maintenance work orders as assigned, records all time, materials, and equipment
information correctly and promptly to ensure accurate maintenance and repair records are kept.
e Assists other trades and receives training.
.» Responsible for staying current on all GOAA emergency response procedures and ensuring proper
response as required.
o If assigned to OEA may also perform the following:
o Set up community and conference room for events
o Periodically transport international trash to OIA
o Maintain plants and other décor as assigned
o Escort vendors to various OFA locations
o Performs other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:
High school graduate or equivalency diploma and three (3) years of experience as a construction or
maintenance laborer, or an equivalent combination of education, training and experience.

EQUIPMENT OPERATED (Location specific):
» Flat bed truck, dump truck
¢ Mad Vac sweeper
¢ Small all-terrain vehicles
e Forklift
e GOAA automobile (when assigned to mail position)




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
s Basic knowledge of essential safety equipment and protective devices
o Must be capable of properly operating field communications equipment
e Must be able to use basic hand tools and small power tools safely

LICENSES/CERTIFICATIONS REQUIRED:
¢ Valid Florida Commercial Driver’s License, Class “B” (preferred at hire, but must be obtained
within 90 days of hire)
* Air brakes designation

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢ None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Inciude examples of situations where this
position might exercise independent judgment and make decisions.)

¢ Determines when assigned task has been properly completed and proceeds to next
assignment without further direction.
¢ Determines best method of accomplishing assigned task w1th minimal direction.
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JOB DESCRIPTION

Job Title: Manager, Access Control & Security Compliance Date: June 14, 2017
Department: Security | Grade/Level: Exempt, L29

Title of Immediate Supervisor: Director, Security

POSITION SUMMARY: Responsible for the management of the Transportation Security
Administration (TSA) requirements regarding the issuance of Access Control Media, airport employee
badging and locksmith activities. Responsible for oversight and administration of regulatory
compliance issues in the Security department. Acts as Alternate Airport Security Coordinator, which
includes 24-hour point of contact response to any security concern at the airport.

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe every
Sfunction 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
fo the position.

e Provide overall management of Access Control and the Lock Shop

* Interpret and manage 49 CFR 1542 access control compliance requirements

e Confirm security compliance with all TSA regulatory requirements contained in 49 CFR
Part 1542, and with the Airport Security Program. Manage inspections, auditing processes,
and proper documentation.

¢ Manage security training programs, to include the airport’s computer-based training
(CBT) for airport personnel and tenants; develop and implement new security training
initiatives

¢ Provide interpretation and guidance to the airport community regarding access control
media and security related issues for consistency and compliance

¢ Develop, implement and monitor systems so all contracts and documentation from
Properties, Construction, Engineering, signatory airlines, and other tenants are reviewed for
Access Control compliance, and that all security related contracts are in compliance’ and
meeting their contractual obligations. Serve as AAR for assigned contracts.

¢ Manage the CCTV/ACS camera system and serve as the primary point of contact for
system upgrades, expansion and security related functionality

¢ Responsible for timely meeting of all reporting requirements. Faciliate proper response
to letters of investigation, civil penalties, etc. made by TSA and investigate allegations
of non-compliance. Interact with law enforcement agencies and other departments
regarding investigative matters as needed.

¢ Management/supervision of employees in assigned areas of responsibility. Overall
responsibility for: assignment of work, hours of work and authorization of time sheets;
quality, quantity and timeliness of work; compliance to policy and procedure; goals and
performance review; development and training. Part of the interview and selection process,
recommend disciplinary action as necessary, monitor overall safety and security of the
work area.

s Responsible for policies and procedures for assigned areas




RESPONSIBILITIES (CONTINUED):

¢ Manage reconciliation and accountability of all issued access control media and record
keeping

¢ Responsible for assigned department budgets; the accuracy of financial
transactions and reportlng, and verification and approval assigned contract pay
requests/invoices

¢ Assist Airport Security Coordinator in development and administration of airport’s
Comprehensive Security Plan, and in ensuring compliance with changing operational and
regulatory requirements

¢ Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in business or management, and eight (8) years experience in an airport operations
environment to include supervisory and management responsibilities; or an equ:lvalent combination of
education, training and experlence

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

* Working knowledge of TSA access control regulations and security directives as well as
federal aviation security requirements. ‘

¢ Proficient in multiple computer applications (Outlook, Word, Access, Excel , Power

Point,and Oracle)

Strong customer relations skills; excellent interpersonal skills

Demonstrated record and bookkeeping skills

Demonstrated ability to work effectively under time constraints and in stressful situations

Able to prioritize work to meet deadlines; highly organized and detail oriented

Strong oral and written communication skills

LICENSES/CERTIFICATIONS REQUIRED:
e A valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ Management responsibility for a staff of approximately twenty-two (22) employees

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

e Broad latitude regarding quantity and quality of work; costs; methods; hiring/termination
action; performance appraisals,; and other actions associated with employees.

e Must independently assess and maintain confidentiality requirements.

¢ Works very independently with little supervision or direction — substantial latitude in
initiative, judgment and authority.
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JOB DESCRIPTION

Job Title: Manager Air Servi‘ee'ah'd Bﬂsiness Developrnent Date: October 4,2017
Department: Marketmg and A1r SerV1ce Development - Grade Level: Exempt; 29

Title of Immediate Superv1sor A351stant D1rector ‘Marketing & Air Service Development

POSITION SUMMARY: Manage Orlando Internat10nal Aerort (MCO) Air Service (ASD) and Business
Development in ass1gned areas. Faellltate the development of opportunities for the a1rport and airline."

RESPONSIBILITIES: T he listed dutzes are only illustrative and are not intended to describe every ﬂmctlon
which may be performed by this job elass. The omission of specific statements does not preclude management
ﬁ'om asszgnmg spec;f c dutzes not lzsted if. such dutzes area Zoglcal asszgnment to the posztzon

o Manage both the MCO a.tr serv1ce development(ASD) and business development (BD) ﬁmct1ons of
markets/airlines as asmgned by the St. Director Marketing and Air Service Development. - -

e Develop ASD & BD plaos including short and long-term strategic objectives for assigned areas.

o Identify passenger a1r SCI'V“ICE needs and opportumtles for the Central Florida region to expand or add -

. new service

o Travel to assigned mrlrne headquarters to develop relat10nsh1ps and present MCO air service
deveIopment route opportunrtres ' :

e Represent MCO at a1r service development 1ndust_ry meetlngs and corporate bus1ness travel conferences :
as assigned. ‘ : -

e Develop and manage targeted air service development task forces as requlred for ASD needs 3

¢ Build and enhance relationships with the business cornrnun1ty, economic development groups 'bi-
national chambérs of commerce and governmental agencies to increase support for air service
development efforts. : :

o Collaborate with the sales and marketlng teams of airlines serving MCO: to preserve ex1st1ng routes and
relationships, while providing new leads and introductions to commumty partners and businesses to -
incréase Orlando originating traffic.- S

o Identify, create and develop marketing strategies for MCO new airlines and underperformmg markets to
increase awareness of those air services in the MCO catchment area.

e Responsible for co-maintaining an internal database of Central Florida busrnesses and the1r travel needs.
Identify new business leads for the database through networking, event participation, meetings, referrals
and media outlets.

¢ Manage memberships as assigned to insure membership benefits arc realized.

e Seck and identify partnershlps and marketing opportunities for the airport and airlines serving MCO
with the objective of incréased public exposure for the airlines and the airport.

e Coordinate and manage MCO onsite airline visits with other GOAA departments, CBP, TSA, ground
handlers and others as requested of airlines within assigned portfolio.

e Identify and creates events/opportunitiés for MCO to host airline network/route planners in Central
Florida and manage those events '

¢ Identify, establish and maintain working relations with the MCO Airline Station Managers and acting as
2 liaison between the airlines and GOAA to convey issues that affect their MCO air service.




RESPONSIBILITIES (Continued):

Supervise assigned employee(s). Assign work; monitor hours of work and authorize time sheets;
oversee quality, quantity and timeliness of work performed marntam compl1ance with established
policy, procedure and standards. Advise Assistant Director of arcas of concern and recommend
solutions. Prepare and conduct performance evaluations; develop and prov1de training as needed.
Participate in interviewing and selection of employees and recommend d1301pl1nary actlon as needed.
Provide for the safety and secunty of the work area.

Respond to ASD & BDi inquiries

Perform other duties as assigned

EDUCATION / EXPERIENCE REQUIREMENTS

Bachelor degree in Bus1ness Marketmg, Aviation management or related and six (6) years of professional
experience in aviation marketing, air service development, economic development or airport/airline
management, or an equivalent comb1nat1on of educatlon trarmng and exper1ence

SPECIAL KNOWLEDGE SKILLS ABILITIES: '

Ability to work, function and perform at.a high level of competency ina dynarmc work env1ronment
with constantly changing priorities; demonstrated leadership skills '
Abrlrty to manage multiple projects and keep staff mformed in each area of respon51b111ty

In-depth knowledge of regional businesses community

In-depth knowledge of tourism and economic development mdustry

In-depth knowledge of aviation/airline 1ndustry desired :

Advanced working knowledge of and experience with software 1nclud1ng MS Ofﬁce and Customer
Relationship Management (CRM) products

Strong communication and presentation skills

Strong research and analytical skills

Strong creative skills

Knowledge of a foreign language(s) desirable

Able and willing to travel up to 25% of the time

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida Driver’s License
Valid U.S. passport

SUPERVISORY RESPONSIBILITIES (Indicate number supervised) _

May supervise one (1) or more employee(s) in assigned arca




LATITUDE AND/OR INDEPENDENT J UDGMENT (Include examples of situations where this position
might exerczse mdependent Judgment and make deczszons )

e Work with high dégree of 1ndependence w1th 11ttle superv151on or independence — substantial latitude in
initiative _]udgement -and authonty _

+ Evaluate, analyze, design and 1mt1ate approprlate actions

¢ Judgement required in 1dentlfy1ng Opportumtles and creatmg/executmg marketmg strateg1es

e Analyze customets and determmes most effectlve methods of establishing/maintaining relat1onsh1ps

APPROVAL SIGNATURES:
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JOB DESCRIPTION
Job Title: Manager, Airfield & Grounds Date: April 21, 2016
Department: Maintenance Grade/Level: Exempt; L29

Title of Immediate Supervisor: Assistant Director, Maintenance Operations

POSITION SUMMARY: Provides leadership and management to ensure the desired physical condition of
the airfield/airport grounds, roadways, paving, drainage, and support. Schedules and prioritizes major
projects; determines labor force requirements and equipment/material needs.

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.

e Manage and provide leadership for all airfield/airport grounds, roadways, drainage, pavement, and
maintenance support operations. Schedule/prioritize major projects; identify labor force, equipment and
material needs (including Capital), develop replacement and renewal programs.

s Contract responsibility for runway rubber removal and ramp scrubbing (FDOT notifications, required

- water issues, etc.).

¢ Coordinate with various FAA, Authority, and tenant departments to ensure no conflicts arise from work
being scheduled in their areas of responsibility.

Ensure proper monitoring of storm-water levels and implement adjustment of flood control structures.

Confer with Supervisory staff on a daily basis to ensure that work to be undertaken is thoroughly

understood and that sufficient parameters are established and maintained to complete work in a timely
~ and efficient manner. ' .

¢ Establish and maintain the appropriate administrative systems to record personnel, administrative,
contractual, investigative, or any other records that must be maintained for the efficiency of the section,

e Review, study, and interpret architectural drawings, plans, and specifications for proposed projects prior
to the bidding process; review “as-built” drawings for accuracy and completeness. Review all pavement
construction contracts.

¢ Inspect pavement/concrete construction projects.

¢ Initiate the procurement process, participate through contract award, and ensure compliance with the

" contract requirements for services and material contracts. Approve procurement requests and project
payouts, initiate budget release and work requests.

¢ Prepare documents for construction committee, including budget, timeframe, requirements, expected
outcomes, etc. Attend project meetings as needed.

e Responsible for personnel (overtime), purchasing, and capital budgets. Track and ensure payment of
invoices, review/authorize all invoices.

* Plan, develop and initiate staff training programs. Overall responsibility for staff payroll, performance
reviews and disciplinary actions. Participate in the interview, testing, and selection process for open
positions.

¢ Remain current on all GOAA safety, security and emergency response procedures and ensure that all
section employees are trained on these procedures,

e Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:



Bachelor degree in Civil Engineering, Construction, Architectural studies or Management; and six (6) years’
experience in a large scale Operations & Maintenance organization to include supervisory responsibility, or
an equivalent combination of education, training, and experience. Airport experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Technical training in various types of building construction

Training in production control methods for structural systems maintenance

Manpower resource management

Sound working knowledge of heavy construction equipment, storm drainage systems,

pavements/concrete repairs, construction methods and materials

» Working knowledge of hazardous material/chemical handling requirements and aquatic chemical
applications

e A thorough working knowledge of FAR 139 parameters regarding airfields and the maintenance
thereof

e Strong leadership skills

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida Drivers License; technical licenses desirable
e A Restricted Chemical license required within one year of employment in this position

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Through two Supervisors, Manages approximately thirty three (33) employees who are governed by a
bargaining unit contract.

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

e Substantial latitude in initiative, judgement, and authority in carrying out duties and responsibilities
consistent with this position as described.

e May establish general operating procedures, quality and quantity of work performed in area of
responsibility.
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JOB DESCRIPTION

Job Title: Manager, Automation Software Date: July 11, 2014
Department: Information Technology Grade/Level: Exempt; L33

Title of Immediate Supervisor: Director, Information Technology

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.

e 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.

o 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. ' '

e 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.

e 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.

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

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

o 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.



RESPONSIBILITIES (continued):

e Develop and maintain detailed documentation to support all phases of the SDLC.. Define,
create and ensure all databases and integration integrity of the enterprise data vocabulary
and semantics.

o Ensure that proposed application deliverables from the development teams can propetly
plug into the deployed infrastructure. Analyze and document processes or portions of
processes that are identified as candidates for automation.

¢ Review emerging technologies and standards and utilize this knowledge towards the
progression of the authority’s systems. Research promising, cost-effective and efficient
new applications and hardware technology.

» Prepare activity and progress reports/updates as needed.

» Maintain current knowledge of developments in both hardware and software to ensure
that upgrades and installations are performed as efficiently as possible, including all
relevant adjustments to system.

» Monitor software licensing usage to avoid violations of concurrent licensing agreements
and violations of copyright laws. -

¢ Adjust work schedule to include working late evenings and/or weekends when the need
arises.

* Responsible for the maintenance of supported systems software to avoid violations of
concurtent licensing agreements and violations of copyright laws.

o Collaborate with management in the preparation of the Information Systems budget.

e 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.

o Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor’s Degree in Computer Science or related field, and five (5) years experience as DBA
and/or Application Developer of medium to large corporate databases and applications on a
variety of application and database platforms, or an equivalent combination of related education,
training, and experience. Experience with Microsoft SQL Server and Oracle Financials features
and configuration.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Excellent verbal and written skills.

¢ Excellent documentation skills.

e Self-motivated with demonstrated ability.to perform with minimal direction, using sound
judgment and creativity in solving highly complex technical problems.

e Demonstrated ability to work in a stressful environment and use professional etiquette
when dealing with Authority personnel and outside vendors.

e Thorough knowledge of data processing concepts, client server technology and database
design. : :

e Able to alter work schedule to include weekends if necessary. Provide coverage for, or to
perform duties necessary to ensure the Authority’s normal operating schedule. -

LICENSES/CERTIFICATIONS REQUIRED:

o None

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢ Management responsibility for approximately eleven (11) employees

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

o Independent judgment to analyze and resolve complex technical issues is critical and
required on a daily basis. Direction is not frequent or detailed.

e Judgment and knowledge to, provide proper advice and recommendations to managers
and employees at all levels.
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Job Title:

JOB DESCRIPTION

Manager, Building Services Date: November 30, 2016

Department: Maintenance Grade/Level: Exempt; L29

Title of Immediate Supervisor: Assistant Director, Maintenance Contracts

POSITION SUMMARY: Manage airport wide custodial services contract and assigned staff of inspectors to ensure
the cleanliness and appearance of all public spaces at all times. Initiates, plans, organizes, and manages all building
services contracts at OIA. Manages additional a531gned malntenance contracts and requirements associated with
satellite buildings.

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

Prepares new contracts and negotiates modifications to existing contracts. Identifies and proposes
remedies for gaps in current contracts; develops specifications, writes and reviews contracts,
addendums, amendments, and bid proposals; initiates the procurement process and participates through
contract award.

Serves as the Authority’s Authorized Representative (AAR) to ensure timely compliance of all contract
requirements. Contract administration includes, but is not limited to: Terminal Janitorial (includes
office spaces), Satellite Buildings Janitorial, Parking Garage Janitorial, High Rise Glass Pressure
Washing, Pest Control at OIA & OEA (negotiation , not administration at OEA), Dock Levelers.
Responsible for cleanliness and appearance of all public spaces at all times; evaluates procedures and
practices, initiates changes to achieve a high quality and quantity of work at the most reasonable cost.
Monitors contractors’ performance in all functions in accordance with the performance-based contract
requirements, coordinating contractor activities to ensure minimal disruption to the various airport
tenants and to the general traveling public. Responsible for real time changes to contractor’s action
plan to ensure the traveling public has access to safe and clean facilities.

Applies budgets across multiple cost centers; processes complicated invoices. Reviews and verifies
contractor pay requests for accuracy and compliance with the contract terms and conditions.
Reconciles paperwork with work performed, mediates conflicts and disagreements between staff and
contractor personnel.

Calculates and applies deductions and penalties per contract specifications. Vahdates costs, estimates,
and additional work requests outside the scope of each contract:

Provides leadership and direction to staff; ensures efficient and effective processes are in place for
contract inspection activities, work practices, training, and maintenance of administrative records.
General oversight responsibility for approximately 200-300 contract staff.

Manages assigned requirements associated with GOAA’s satellite buildings, coordinating with
multiple departments and contractors to ensure maintenance concerns are addressed in a timely manner
with minimum disruption to the occupants.

Ensures compliance with OSHA; knowledgeable of MSDS and other safety issues related to a variety
of chemicals.

Establishes and maintains records and reports appropriate to the area of responsibility.

Investigates problems and develops solutions in area of responsibility.

Gathers data and evaluates requirements for O&M and Capital budget preparations. Develops and
administers multi-line annual budget; recommends budget adjustments across lines as appropriate.




RESPONSIBILITIES (Continued):

e Evaluates/establishes testing for new products or equipment; makes recommendations based on results.

e Responsible for staying current on all GOAA emergency response and security procedures, ensuring
proper response as required.

o Performs other tasks as requested.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Business Administration, Management or a related ficld and six (6) years progressively
responsible experience, including management level experience for contract administration in a large, dynamic,
diverse public setting, managing staff and oversecing contracted staff, budgeting across multiple cost centers,
processing complicated invoices, and managing performance-based contracts. Demonstrated supervisory
experience and skills required. An equivalent combination of related education, training and experience may be
considered. Public sector AAR experience and experience with custodial/janitorial contracts highly desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Must demonstrate a high degree of organizational skills

Must be able to work independently

Must be able to read and interpret technical data and drawings

Must be able to provide effective leadership and supervision to subordinates

Familiarity with and ability to utilize MS Office products (Outlook, Word, Excel)

Must have the ability to maintain professionalism and diplomacy at all times while interacting with
Aviation Authority management, employees, tenants, and contractors

Must have familiarity with relevant Federal, State, and Local regulations

Skilled in dealing with contractor accountability, dispute resolution, and related follow-up/follow-
through. .

o Skilled in administering performance-based contracts, deductions, penalties, etc.

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license.

SUPERVISORY REQUIREMENTS: (Indicate number supervised)

One direct report and six indirect reports (Custodial Inspectors); oversees multiple contracts and the activities of
contractor site managers and their service staff (approximately 200-300).

LATITUDE AND/CR INDEPENDENT JUDGMENT: (Include examples of situations where this position might

exercise independent judgment and make decisions.)

e Works very independently with little supervision or direction
e Substantial latitude in initiative/judgment
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' =% GREATER ORLANDO AVIATION AUTHORITY
S aa— Job Description

Manager, Business Applications
Department: Business Applications Date: February 19, 2018
Title of Immediate Supervisor. Assistant Director, Business Applications Pay Level: L31

m

POSITION SUMMARY: Manage the Business Application’s team on mission-critical, Authority-wide business applications
process. Responsible for advising, leading and assisting departments throughout the Authority with business application
implementation and changes including requirements gathering, process improvement, training and integration with other
business applications.

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 aftendance at the job are not routinely fisted in
job descriptions, but are also an essential function. Essential dufies and responsibilifies may include, but are not limited to, the
following:

 Manage and analyze business processes and their relationship with business applications and identify and
recommend opportunities to solve business problems and improve processes through new technology or alternative
uses of existing technology;

» Manage complex application analysis and assist with the design, development, implementation, integration,
enhancement and maintenance of complex systems. _ :

Work with departments to develop as-is and to-be businessffunctional requirements for current and future business
applications. Use this requirements gathering to assist with the preparation of specifications to be used to for the
procurement and implementation of business applications, coordinate system testing and user acceptance testing

* ldentify gaps between the business requirements and software functionality and develop workarounds (electronic or
manual) or customizations to fili the gaps

* Manage the implementation process and testing of new business applications to confirm the delivery of established
scope, quality, time and cost parameters, including near term post production support

» Evaluate and analyze data and information, including overseeing development of new or customization of existing
reports, dashboards or business intelligence

» Assist with identifying integration opportunities and coordinate integration between business applications; identify
the interface requirements and work with IT on the design or interfaces; test interfaces to confirm they meet the
requirements and work properly, coordinate with individual departments to confirm the proper testing has been
completed and signed off

» Monitor interface failures and timely resolution of issues, work with IT and the user departments to resolve and test
issues with interfaces on a timely basis : '

* Maintain user access for specified business applications and system security, determine access and intemal
controls are properly maintained

* Maintain and inventory of Authority business applications, including integration with other business applications and
upgrades or replacement cycle

» Coordinate the development of new or customization of exiting reports, dashboards or business intelligence

* Identify training opportunities and coordinate with various departments in the development and delivery of business
application training, develop training materials and develop/deliver formal and informal user training

+ 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, pracedure and
standards. Advise management of areas of concem 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.

e Perform other duties as assigned




i

MINIMUM QUALIFICATIONS:
Bachelor degree in Computer Science, Business Administration or related field and a minimum of six (6) years with medium
to large ERP systems and business applications; experience in developing, integrating, implementing, testing and
administering business applications, knowledge of business practices, or an equivalent combination of education, training,
and experience. Knowledge and experience with relational database concepts preferred. Supervisory/Management
experience required.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

» Excellent verbal and written communication skills are required, including good interpersonal and presentation skills
o Excellent documentation skills

Self-motivated with demonstrated ability to perform with minimal direction, using sound judgment and creativity in
selving highly complex technical problems

Must have a strong knowledge of word processing, database and spreadsheet software

Must have the ability to handle multiple projects and issues

Strong troubleshooting and training skills

Strong analytical skills

LICENSES/CERTIFICATIONS:;
o Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

= Directly supervises a staff of approximately two (2) employees

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

e High degree of independence in judgement, minimal supervision, extensive latitude, |n|t|at|ve, and discretion
required with little to no direction

* Addresses functional problems with business applications, procedures and training, then develops recommended
solutions and implement as necessary

* Interacts with persons of various levels throughout the Authority as well as with outside consultants.

» Creates commitment to common goals, identifies competing interests and assist in finding a way to balance them.

» High level technical problem-solving skills

This Job Description is infended to be comprehensive and to provide details of the position for which it has been written. However, this
Job Description is nof intended fo 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.

OVAL SIGNATURES; JV]\M
M 3l g &Q\Q\ ’)]ﬂ’lad

Immediate Supervisor " Date <§>ye,:tor HT§ & Risk Management Date
ATA 3- /? LE

Chief Operafing Officer Date *

FLSA: Exempt Shift Premium: N/A
EEO Category: 2 - Professionals Rotating Shift: N/A

N N——
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Physical Requirements and Working Conditions

Manager, Business Applications

Department: Business Applications Date: February 19, 2018
m
In the spaces below, piease 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} 3 - Critical part of Job; can't be done any other way
Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent: 21-50% {2 1/2-4 hours per B hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant | Very Frequent | Frequent | Occasional | Rare Importance
Standing X 1
Walking - . X 1
Sitting X 3
Lifting: 0-20Ibs X 1
20-501Ibs X 1
51+lbs 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 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
SUPERVISOR COMMENTS:
(_{,L /Q 36 3-6-/58
Immediate Supervisor Date epartmenﬁirector p Coo Date

Q@X\T\w \}M 3luhe

v -
Human Resources - Compensation Date
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) Job Description
Manager, Commercial Development
Department: Commercial Properties Date: February 16, 2018
Title of Immediate Supervisor: Sr. Director, Concessions & Commercial Properties Pay Level: L29

POSITION SUMMARY: Assist the Senior Director of Concessions and Commercial Properties in generating optimum
revenue through the effective management, marketing and development of assigned commercial properties at Orlando
International Airport and Orlando Executive Airport. Serve as a primary contact for dealings with assigned properties.

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 aiso an essential function. Essential duties and responsibilities may include, but are not fimited to, the following:

e Manage multiple lease related tasks and assignments and communicate regularly with the airport, airline and
commercial stakeholders including but not limited to, existing and prospective airline and non-airline tenants and
users, real estate brokers, owners and developers, cargo carriers, freight forwarders, general aviation fixed base
operators, commercial service providers, economic development agencies, governmental agencies, and other
various entities. The focus of this position is existing airline and non-airline tenant and user changes, renewals, and
local projects, but other types of projects may be assigned.

o Create and implement methods and strategies to market and lease Authority properties to produce optimum
revenues. :

e Serve as a primary contact for assigned individuals or entities interested in leasing commercial properties at the
QOrlando International Airport and Orlando Executive Airport.

» Prepare financial analysis of new lease opportunities, amendments and renewals; provide recommendations to the
Senior Director of Concessions and Commercial Properties and to various committees as directed.

 Negotiate lease terms and conditions for new agreements, amendments and renewals of existing long-term leases;
interface with legal counsel in the preparation and execution of documents.

» Coordinate with various GOAA departments to determine the feasibility and desirability of various lease and
development opportunities.

Work with Finance and various other departments as needed to analyze and determine prospective tenants’
operational and financial capability.

» Coordinate the development and implementation of RFQs, RFPs and [TPs as required for existing lease
opportunities.

» Communicate with assigned lessees, subtenants, and management companies in all matters pertaining to the
maintenance and/or modification of existing leases.

» Communicate with assigned passenger and cargo airlines, warehouse providers, freight forwarders and cargo
handlers pertaining to new and existing leasehold operations.

 Prepare memoranda, reports, term sheets and presentations; prepare draft legal documents as requested for
Senior Director and legal counsel's review,

o Coordinate with the Engineering, Planning, Construction, Operations, Maintenance and Access Control
departments, government agencies, contractors and utility companies to facilitate timely completion of assigned
tenant improvement projects.

o Stay abreast of current market conditions, lease rates, anticipated absorption, and other related market information.
Coordinate with the Authority's Planning, Customer Service, Marketing and IT departments to develop methods,
systems and tools to further the marketing of commercial properties via the Authority web site, other intemnet and
traditional media.




DUTIES AND RESPONSIBILITIES (continued):

Supervise assigned employees. Assign work; monitor hours of work and authorize time sheets; oversee quality,
quantity and timeliness of work performed; monitors compliance with established policy, procedure and standards.
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.

Advise the Senior Director of areas of concern, investigate alternatives and recommend solutions.

Other responsibilities as assigned.

MINIMUM QUALIFICATIONS:

Bachelor degree in business administration, finance, real estate development or related field and five (5) years of
commercial real estate and asset management experience including dealing with commercial real estate owners, tenants
and users, brokers, developers and consulting firms, or an equivalent combination of education, tralmng and experience.
Supervisory experience required; airport commercial management experience preferred.-

- SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Considerable knowledge of airport commercial real estate leasing practices and the ability to negotlate and present
lease terms and conditions

Knowledge of principles, practices, techniques, and methodologies of airport commercial real estate business,
public administration and airport management

Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects

Demonstrated ability io understand and interpret complex lease documents

Ability to read, interpret and draft contracts, leases and routine real estate transaction documents

Ability to understand basic architectural and engineering drawings and specifications

Knowledge of standard industry management practices and techniques to assist tenants and users in developing
space requirements, layouts, designs and timetables for build-out of tenant space

Excellent written, interpersonal, communication and public presentation skills, and the ability to effectively interact
with internal and extemal technical and non-technical personnel

Demonstrated infegrity, ingenuity, and inventiveness in the performance of tasks and assignments and the ability to
represent the Authority in a professional manner

Proficient computer skills to perform financial analysis, prepare documents, exhibits and presentations

Computer skills required in Microsoft Word, Excel, PowerPoint, Adobe and database applications; famifiarity with
PROPworks and OASIS is desirable

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver's license
AAE. CPM.,SIOR, CCIM, Real Estate Broker or other related designation desired.

suU PERVISORY RESPONSIBIL_ITIES: (Indicate number supervised)

Directly supervises a staff of approximately four (4) employees.

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

Frequent exteral stakeholder contacts in which the Authority's policies and procedures must be consistently and
accurately represented.
Provide a continual high standard of customer service with professionaiism and efficiency.




PP Y

* This Job Description is infended 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 fime with or without notice.

The Authority reserves the discretion to revise this Job Description at any time.

APPROVAL SIGNATURES:

A eyt Pt o sinls
Immediate Superyisg*" Date r-Biteeiqr, HR &(Risk Management Date
Q (5
D PEcA |

- 3-& /8
Chief Opérating Officer™ Date

FLSA: Exempt Shift Premium: N/A
EEO Category: Professionals _ Rotating Shift: N/A
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Manager, Commercial Development

Department: Commercial Properties Date: February 16, 2018

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.

Fregquency ’ Importance
Constant: More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any ather way
Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day} 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1- Not Critical; may be reassigned or not performed at all
Occasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour per 8 hour day)
. Physical Effort Constant | Very Frequent | Frequent | Occasional | Rare Importance
Standing X 2
Walking X
Sitting X
Lifting: 0-~20Ibs
20-50Ibs
51+ lbs
Bending/Stooping
Pushing, Pulling and/or Digging
Reaching over head
Kneeling, Crawling
Climbing (ladders, stairs, hills)
Typing/CRT (attention to detail) X
Speaking & Hearing X
Detailed Inspection/Reading/Editing X
Writing X
Other

A ARSI AR

wlw|wlwlp k(| R|Rp i w

Working Conditions Constant | Very Frequent | Frequent | Occasional | Rare Importance
Extreme Weather : X 1
Noxious Fumes
Chemicals
insects
Heights, Confined Areas
Excessive Noise X
Other

AR IES

N s

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 SW /Dafe Chief Operating Officer Date

O Ve slihg

Human Resources - Compensation Date
















JOB DESCRIPTION

Job Title Manager, Concessions Date: January 13, 2011

Deparament: Concessions Grade: Exempt, L31

Title of Immediate Supervisor: Deputy Executive Director

POSITION SUMMARY:

Manages a world-class concessions program for the waveling public, ensuring a convenient and

comfortable experience for passengers at Orlando International Airport. Responsible for generating
maximum revenues from airport tenants and users consistent with the Authority’s concession policy.
Oversees day-to-day operations of the concessions program.

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 fo the position.

Evaluate new opportunities for concessions and services. Examine space and need (retail, food,
etc.) and develop Request for Proposal (RFP) documents. Coordinate evaluation of proposals by
finance, small business, legal, etc. Develop review for the Concession Procurement Committee
(CPC), including minimum acceptable fees. Prepare draft Board agenda items for CPC
recommendation. Review plans for expiring leases, develop contract amendments in conjunction
with legal counsel as required. Ensure effective policies in place for RFP process. Assist in
negotiations for theme store contract renewals. :

Supervise a staff of professional employees who manage the day-to-day operations of the
concessions program and ensure tenant and concessionaire compliance to their respective
agreements and the Authority’s policies and procedures. Propose and implement strategies to
address tenant non-compliance and other operational challenges.

Establish procedures for monitoring and follow-up of tenant payment performance, contract
bond/letter of credit, insurance requirements. Oversee the maintenance, monitoring and reporting
of revenue and performance statistics for tenants. Maintain financial data related to tenant
performance and coordinate with the Finance Department regarding concessionaire billing and
payment issues.

Coordinate tenant and concessionaire construction projects with other departments and outside
consultants. Work with planners and architects to prepare space and coordinate tenant work in
finishing space.

Prepares items for presentation by an executive to the Aviation Authority Board.

Ensure maintenance of contract documents, lease records and permits for all tenants in compliance
with Authority policies



RESPONSIBILITIES (continued):
e Prepare annual O & M, revenue and capital budgets for the department.

¢ Performs other related duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelors Degree in Accounting, Business Administration, Finance, Retail Management or a related
field, and seven (7) years related experience with increasing responsibility in middle/senior
management positions at airport, airline, or other aviation-related busmess or an equivalent
combination of education, training and experlence

SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:

¢ In-depth knowledge of current industry policies and practices relating to aviation Concession
management.

e Demonstrated entreprencurial skills; initiative in formulating and implementing revenue
development plans for aviation concession facilities.

e Demonstrated ability to prepare and assemble financial analyses and business plans.

e Knowledge of contracts and contract negotiation and management.

» Demonstrated ability to supervise, motivate, and develop staff to achieve departmental and
Authority goals.

» Experience in commercial, real estate, property management, marketing, retailing.

e Ability to communicate effectively verbally and in writing; interact effectively with all levels of
GOAA staff, legal, financial, management and planning consultants as well as representatives of
local, state and federal government agencies, and make effective recommendations to senior
management.

Ability to read and interpret architectural plans and complex concession documents.
Ability to effectively manage multiple projects simultaneously.

LICENSES REQUIRED:

e Must possess a valid Florida driver’s license.

CERTIFICATIONS:

e None

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e Supervises approximately two (2) employees.



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

¢ High degree of independence, minimal supervision.
o Extensive latitude in initiative, judgment and authority
e Negotiate, draft and interpret contracts and requests for proposal.

APPROVAL SIGNATURES:
/ _
Immediate S'upervisor Date

A3 shly

Executive Director Date

irector t))f Human‘q{esources Daie




Position Questionnaire - Supplement
Physical Requirements and Working Conditions

Position Title Manager, Concessions Date January 13,2011
Department Concessions Section 221
In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions.
Erequency Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effor¢ Constant Very Frequent Frequent Occasional Rare Importance

Standing X 2
Walking X 2
Sitting X 3
Lifting A, 0-201bs. X 1

B. 21-401bs X 1

C. 50+ Ibs. 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 3
Other
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JOB DESCRIPTION

Job Title: Manager, Contracts and Grants Date: September 26, 2017
Department: Planning and Engineering Grade/Level: Exempt; 1.29

Title of Immediate Supervisor: Manager, Project Controls

POSITION SUMMARY: Oversee the Authority’s federal and state grants programs and serve as the Authority’s
primary contact with the local FAA Airports District Office and Florida Department of Transportation.
Responsible for all construction-related professional service agreements, addenda and contracts and non-
construction professional service agreements.

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.

e Develop grant candidate lists, verify eligibility, and position projects for grant award

¢ Prepare and submit grant pre-applications, applications and other supporting scope data in accordance with
the Authority’s CIP and budget programs

e Participate in federal, state, and local grants planning with Authority staff and monitor project procurements
to maximize eligibility of costs

e Provide local, state and federal agencies with periodic project status and quarterly reports

» Coordinate grant acceptance with the City of Orlando

e Develop scope documents for FDOT Joint Participation Agreements and prepare Authority board memos and
resolutions

e Confirm that all grants coincide with project durations, obtain timely extensions and prepare grant closeout
packages '

¢ Plan coordination meetings to review for grant-funded project compliance

e Compile project information for CIP program including: scope, justification, cost, escalation, maps and
schedule data

¢ Oversee and prepare all Planning, Engineering, Construction and Environmental contract documents in
accordance with actions approved by the Construction Committee, the Professional Service Commitiee
and/or the Authority Board. Monitors tiinely execution of documents.

o Interpret new federal and state regulations for grant and contract compliance and work with legal counsel to
confirm that documents are modified accordingly

» Negotiate and maintain current billing rates for consultants and sub-consultants providing services to the
Planning, Engineering, Construction and Environmental Departments as well as non-construction related
professional service agreements

e Direct staff in insurance verification and oversee maintenance of certificates of insurance, statements of
agent or broker and associated coverages in accordance with agreement requirements

e Prepare and monitor the Planning & Engineering department capital and O&M budgets and submitial
process

o Supervise assigned employees. Assign work; monitor hours of work and authorize time sheets; oversee
quality, quantity and timeliness of work performed; oversee compliance with established policy, procedure
and standards. Identify areas of concern and develop solutions. Prepare and conduct performance
evaluations; develop and provide training as neceded. Participate in interviewing/selection of employees,
and recommend disciplinary action as needed. Provide for the safety and security of the work area.

¢ Perform other related duties as assigned




A

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in publlc administration, and six (6) years experience preferably with an airport authorlty, FAA,
or FDOT; experience in a consulting firm, law firm, or a government agency ensuring compliance and
enforcement activities will be considered, or an equivalent combination of related education, training, and
experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Strong communication skills in the areas of writing, speaking and listening
Excellent interpersonal skills

Detail oriented

Strong contract writing skills

Demonstrated ability to manage several project schedules simultaneously
Proficient with computers, data bases, and word processing software

LICENSES/CERTIFICATIONS REQUIRED:
¢ Valid Florida driver license
s Certified Federal Contracts Manager or Certified Professional Contracts Manager certification is desired

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e Supervises approximately one employee

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

Work very independently with little supervision or direction

Substantial latitude in initiative, judgment, and authority

Monitor compliance with policies, procedures, local, state, and federal statutes
Make decisions in areas of expertise

APPROYAL SIGNATI_]RES:

ﬁ

o : 1. 22,2917

Immedif upervisor AL Date
S’W 7/4? Ji3

Department Senior D1rector Date '

@%ﬂi\w/ < %a@\ 10-3-17

\_~Sefiior Direcor, H an Resources & Risk Management Date




Rilii1g]

z X unam
£ X Fudipy/Fupesyyuonosdsul pa[rered
£ X Furmay] % SunjEads
€ X ([re10p 01 uoyuANE) 1 ¥D/SWdAT,
z X (ST *saTe1s “SIOPPET) FUIqUITTD
z X Furmer) Bureaurs
7 X PRI J2A0 SOy
z X JursB1( Jo/pue ‘TN FUIysng
z X Sudooyg/Burpusg
I X SALH0S T D
z X sqUos-1z d
z X sq0T-0 VY 3uryr]
z X dumis
z X FUD[EA
[4 X Surpue)g
souelaiodwuy ey [BUQISEXI) ymanbaig Jmanbalg AreA JUBISUO)) 1013 [BISAY

(Aep moy g 1ad Ihoy [ uByy SS9T) 9460 - ey

{Aep moq g 1ad smoy Z-1) °407-9 - [BUOISBIS(Y

[1® 1e pouiogred jou Jo pouSisseal aq ABUI {EONIID) JON - | {Aep moy g 1od smMoY $-7/1 7) %05-1Z - 1manbarg

Aem IoTpjo otmos Ul pauniofied aq Aewr ng “uepoduy - 7 {Aep moy g 12d smMoOY 9-7/T +) %402-16 - wanbarf Ao

Aem I9T)0 Aue sUop aq 1,uea qor jo ued [eonuy - ¢ {Aep moy g 1d a10uWt J0 5MOY Z/T 9) 94,08 UBYL IO - JEISTOD)

souEOdm]

ADUBNDaL]

"SUOLIPUOD Fup{Iom oY) aquUIsap os[y “qol oA Surumiolted UT PRAJOAT AIE SANIALDE [BIHSUI [eo1SAYd JO pury jegm sjou aseafd ‘sofaq seoeds aty Uy

IIL  UOHOdS

L10T ‘oz Jaquaidag A

SUONIPUO) SUIOAN Puk sjudwaInbay [Bo1sAYJ
yaweddng uorndirosa(y qor

FurwemSuy pue Suruue[d
SIUEIL) 79 SIOBOUO)) ‘IaFeuRy

Jusurpeday
APLL uonisod



28(] ’ Joyoax(g Jotuag jusurredac] eillg) J0S1AI8dNg SFETPAUI]

\Q\mw\\ , - d %j LCETT & _ 7 .ﬂw &\i

/v \]

v o

SarRdod VvOD JJ0 PUB 00 SSUNOS[N SHSTA 2115 100l01d Pratg
Suourro)) Josialadng

€ . X (*o18 *xey “Ta1dos “rendmos) juswidinbs 901770 TRIsTSN
[4 X SAPIURA VVOD
42dA T ywowmdmby 10 sepdnoA
ueprodwy ey _E_&mmuuo jmanbaa g juanbaayg 194 JURISUO)) dnperad g/Surionuory
RRO
T X OSTON AISSAIXT
I X SBAIY POUTIUO)) ‘SHSIOH
I X s1posu]
I X STROTUIaY)
1 X SOTUTL] SIOTXON
I X IOIRIAN QUUIDNXH
ueyaodu] ey [BU0ISEIIO juwanbaig jmanbaayg L1ap JUB)ISTO)) SUONIpuo)) SUD[I0AA
(Aep moy g 1od moq T Ry $897) %450 - arery
(&ep moy g 1ad sIN0Y Z-1) %079 - [BUOISEII0)
I1e & patokiad jou 10 peuSisseai oq Avul ‘ROTIIID 10N - | {Azp moy g 1od smoq t-7/1 7) %0S-1Z - juanbaig
ABA To10 atos ur pouoyied oq A ymq quepoduy - 7 (Aep moy g 1od smoy 9-7/1 ) 2408-16 - yrenbaig A1aa
Kem 19130 Aue Suop aq 3,ued ‘qof Jo Jed reonuy) - ¢ (Aep moy g Jod 210U 10 SMOY 7/ 9) %08 UBY] 2I0J] - JUBJSUOD)
dotrenoduT] AoUonbary

"SUOHIPUOD FUINI0M 3T 3qUOSIP oSy "qof Mok Surumoyiad ur PIAJOATT oI SSLIALOE [RiusuL/ eo1sAyd Jo pury 1eys sj0u oseard ‘moraq seoeds ot Uy



JOB DESCRIPTION

Job Title: Manager, Cost Control & Contracts Date: May 4, 2017

Department: Operations Administration Grade/Level: Exempt; L29

Title of Immediate Supervisor: Deputy Executive Director

POSITION SUMMARY: Provides varying levels of budget, cost control and contract support to Operations
departments. Develops and maintains special reports/analysis for Management and Executives.

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.

For assigned departments, monitor the revenue, O & M and capital budgets. Review all financial transactions
for proper allocation of funds and compliance with policies and procedures. May be responsible for preparing
budget, or may review and analyze budget prepared by the department.

For assigned areas, develop and maintain tools to effectively manage cost control for project and expense
budgets, budgets, expenditures and revenues, working with key department personnel. Effectively control
budgets, detect and report deviation trends, and generate cost forecasts based on historical data.- Confirm proper
allocation and utilization of funds. A ,

Develop and maintain budget analysis and contract activity reports for use by management and executive staff.
Develop or assist/advise department management in preparing budget justification for review committees or
Board approval; budget controls; funding sources for unbudgeted items; etc.; responsible for justifications and
required backups to Finance and senior staff throughout the budget process.

Responsible for or assist departments as needed with procurement process for goods and services, Oracle
processes, procurement policy documents; etc. .

Liaison with purchasing for contracts and procurements from technical specification preparation through.contract
execution. Provide estimated value figures for contracts, amendments and renewals,

Provide contract assistance as assigned, either in conjunction with the department AAR, or as the designated
AAR. Assistance may include: establishing an audit procedure, monitoring contractor performance for
compliance, oversee contract invoices, addressing or assisting with contract compliance issues as they arise, etc.
Perform statistical and trend analysis-as needed.

Manage employees in assigned area. Assign work; monitor hours of work and authorize time sheets; evaluate
quality, quantity and timeliness of work performed; confirm compliance with established policy, procedure and
standards. Identify 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,

Continuously evaluate procedures and practices in area of expertise, making recommendations for achieving
high quality and quantity of work at the most reasonable cost.

- Performs other related duties as assigned.




EDUCATION / EXPERTENCE REQUIREMENTS: ‘
Bachelor degree in Accounting, Finance, or Business Administration and five (5) years experience in accounting,
finance and budget administration, three (3) years experience in governmental or nonprofit organization budgeting,
or an equivalent combination of education, training and experience. Three (3) years supervisory experience
desirable,

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Skilled in the use of spreadsheet, database, and word processing software
High level of attention to detail

High level of analytical ability

Good communication and interpersonal skills

Knowledge of public procurement processes

Demonstrated leadership; supervisory skills

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver license

SUPERVISORY RESPONSIBILITIES:
Manages approximately two (2) employees

LATITUDE AND/OR INDEPENDENT JUDGMENT:
» Works very independently with little supervision or direction — high level of initiative, judgment and authority
o Contract interpretation; variety of budget analysis

APPROVAL SIGNATURES:

OS/2e/2.007
Date

Co-/5-/7

Date
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JOB DESCRIPTION
Job Title: Manager, Electrical Systems Date: September 19, 2017
Department: Maintenance Grade/Level: Exempt; 1.29

Title of Immediate Supervisor:  Assistant Director, Maintenance Operations

POSITION SUMMARY: Manage in-house personnel and service contracts for maintenance, repair and
operation of various electrical, electronic, transportation and life-safety systems for the Orlando International
Airport (OIA) and Orlando Executive Airport (OEA).

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

e Provide leadership and be accountable for the Electronics, Terminal Electrical, and Airfield Electrical
programs and shops at OIA and OEA; oversee contract administration personnel and various electrical
contracts.

¢ Develop and manage replacement and renewal programs.

Plan all electrical construction job order contracts, develop scope of replacement and renewal projects,
inspect jobs in progress, generate close out procedures, and confirm that the Authority gets good value
for its money.

¢ Plan and organize maintenance activities & work plans, identify needs, develop maintenance schedules,
coordinate with contract maintenance activities.

¢ Monitor and control personnel requirements and performance, equipment and material needs, and
budget expenditures to ensure effective and efficient maintenance of the above areas.

¢ Review, study, and interpret architectural drawings, plans, and specifications for proposed projects prior
to the bidding process; review construction drawings for accuracy and completeness.

¢ Develop technical specifications, initiate the procurement process and participate through contract
award, and ensure compliance with service and material contracts.

« Supervise employees in assigned area. Assign work; monitor hours of work and authonze time sheets;
oversee quality, quantity and timeliness of work performed; ensure 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.

e Oversee performance evaluation process for areas of responsibility. Management approval of time
sheets in electronic timekeeping system.

¢ Maintain compliance with applicable Federal, State, and local codes, and establish maintenance
standards consistent with OSHA standards and NFPA regulations.

e Responsible for staying current on all Aviation Authority emergency response procedures and ensuring
proper response as required.

Establish and maintain records and reports appropriate to area of resp0n51b111ty
¢ Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Electrical Engineering or Construction and six (6) years progressively responsible electrical
experience in a large scale operations and maintenance organization to include supervisory responsibilities, or
an equivalent combination of related education, training, and experience. Airport experience desirable.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Technical training in various types of electrical/control systems maintenance
Knowledge of NFPA regulations and electrical codes.

Computer skills — proficient in Microsoft Word, Excel, and Qutlook
Effective communication skills, verbal and written

Effective supervisory/management skills

Effective organizational skills; attention to detail

Maintain professional relationships with internal and external customers

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida Driver License
e Master Electrical license desired

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Directly supervise a staff of approximately four (4) and indirectly supervise a staff of approximately thirty (30)
trades/bargaining unit personnel

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Inciude examples of situations where this position
might exercise independent judgment and make decisions.)

» Work very independently with little supervision or direction
» Substantial latitude in initiative, judgment and authority

I URES:

APPROVAL SIGH
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DepartmentDirector Date

{\0-\b~17)
i6r Director, Human Resources and Risk Management Date
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JOB DESCRIPTION

Job Title: Manager, Environmental Compliance Date: June 30, 2017
Department: Planning, Engineering, Construction Grade/Level: Exempt; L29

Title of Immediate Supervisor: Director, Planning

POSITION SUMMARY: Oversee the development, implementation and maintenance of Authority and tenant
environmental programs with a focus on all compliance, monitoring, clean-up, auditing and reporting activities.
Lead development and administration of environmental policies and budget. Oversee the work and progress of all
environmental related consultants; monitor projects and consultants for regulatory compliance from conception
through post construction maintenance. Manage multiple phases of internal and external environmental
remediation programs, environmenta] databases and the quality assurance programs for the Authority.

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.

e Determine appropriate consultant for specific job, evaluate/approve their assessment of project, negotiate
cost for project (up to established limit), and monitor the project to completion, ensuring compliance with
agreement

¢ Monitor projects and consultants for compliance with all federa.l state, and local regulations; oversee the
work and progress of all related consultants

e Work closely with regulatory agencies to provide project details and obtain concurrence with proposed
plans

s Responsible for completion of required inspections, such as: GOAA fuel tanks, SPCC inspections,
National Pollutant Discharge Elimination System (NPDES), etc.

» Update manuals, permits as required, such as: Drainage Atlas, Master De-Watering permit, asbestos O&M
manual. Monitor compliance with environmental permits during construction, etc. Utilize specialized
software for tracking permit compliance.

¢ Responsible for the accurate and timely completion of environmental reports, such as: water quality,
environmental management programs, etc.

e Manage environmental programs such as: storm water management system; ambient water monitoring,
QA and QC programs; Indoor Air Quality throughout the airport; City of Orlando Industrial Pre-Treatment
program, etc.

e Manage projects related to Governmental Accounting Standards Board (GASB) 49 Costs (Site Cleanup,
Asbestos Abatement projects, Storm Water retrofits, Mold Remediation, and any other projects that have
the potential liability to cost the Authority monies due to non-compliance with environmental regulations

¢ Plan and conduct training in a variety of environmental areas, such as: Haz-Mat, stormwater pollution
prevention, environmental compliance and reporting issues, etc.

Prepare and monitor environmental budget; review and recommend changes to environmental policies
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

e Represent GOAA with local Environmental Groups. Team member for the GOAA Reduction, Recycling
Program

¢  Work closely with the Wildlife Management staff concerning Bird Surveys, Threatened and Endangered
Wildlife Surveys, relocation of species, etc.

e Perform other duties as assigned




(3

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in the Environmental Sciences or related field and six (6) years of related experience. Experience
to include 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.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal skills

Proficient in the use of computers, communication devices, hand tools, scientific procedures and test
equipment

Strong leadership skills to effectively oversee the work of multiple consultants/contracted staff
Excellent planning and organizational skills

Strong attention to detail

Knowledgeable about Florida controlled land burns, environmental monitoring, Ocules environmental
software, water quality, wetlands, wildlife, and vegetation with a clear understanding of how these areas
benefit and protect the Aviation Authority’s property

Knowledge of design, construction, legal and scientific terms desirable

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license
Must have current or obtain within first six months in the position: National Pollutant Discharge
Elimination System (NPDES) and Spill Prevention, Control and Countermeasure (SPCC)

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Manage and direct the work of multiple consultants /contracted staff

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

Works very independently with little supervision

High level of initiative and judgment

Manages and directs 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. Coordinates operations and activities, establishes standards of performance,

provides counsel for unusual problems, evaluates performance and compliance with policies, programs, etc.

APPROVAL SIGNATU
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JOB DESCRIPTION

JOB TITLE: Manager, Facility Assets DATE: June 23, 2014
DEPARTMENT: Maintenance GRADE/LEVEL: Exempt; L29

TITLE OF IMMEDIATE SUPERVISOR: Director, Maintenance

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 aposting maieix that will establish the level of asset detail to be maintained in the database

a “smart numbering” system that will allow for the data capture of work detail against assets

a business flow of work that will gather the needed information without added resources

support and train users of the CMMS in their day-to-day responsibilities

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

e 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

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

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

e 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

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

e 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

e 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.

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

O 00O



RESPONSIBILITIES (continued):

¢ Perform comprehensive assessments of assets using the automated processes encoded in CMMS modules and
other application modules Perform complex analysis and re-assessments as needed to accurately complete
asset condition assessments.

e Prepare asset management plans and expenditure forecasts based on assessments of assets’ current conditions
and probable useful life (e.g., Facilities Asset Renewal and Replacement Program)

e Supervise employees in assigned area. Assign work; monitor hours of work; oversee quality, quantity and
timeliness of work performed; ensure compliance with established policy, procedure and standards. Address
arcas of concern and implement solutions. Prepare and conduct performance evaluations; develop and provide
training as needed. Participate in interviewing and selection of employees, recommend disciplinary action as
needed. Provide for the safety and security of the work area. '
Present recommendations and supporting rationale to appropriate management and committees.

Respond to rapid-response requests for asset condition and renewal information and other related requests as
required

¢ Perform other duties as assigned.

'EDUCATION / EXPERIENCE REQUIREMENTS:

A Bachelor degree in Computer Science or related field and six (6) years experience in development, implementation,
management and monitoring of information systems . Experience in the asset management and planning domain is
also a requirement, including basic understanding of financial planning and business processes. An equivalent
combination of education, training and experience will be considered.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Requires proven abilities for complex data analysis and for reporting the results in an understandable form
Requires excellent communication and personal professional relationship abilities

Proficiency in Computerized Maintenance Management System, MS Access, MS Excel, GIS
Demonstrated leadership/management skills

LICENSES / CERTIFICATIONS REQUIRED:
o A valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES:

Manages a staff of approximately three (3) employees. May oversee the work of consultants and/or others in a project
management role.

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

e Works very independently with little supervision or direction — substantial latitude in initiative, judgment
Considerable latitude in defining the methods and procedures to be used to respond to asset management
requirements and ad hoc requests and in the preparation of reports and other informational material

e Exercises independent judgment in the preparation of recommendations from high level direction and
descriptions of end results desired



APPROVAL SIGNATURES:
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Job Description Supplement
Physical Requirements and Working Conditions

Position Title Manager, Facility Assets Date June 23,2014

Department Maintenance Section 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 Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Phvsical Effort Constant Verv Frequent Freauent Occasional Rare Imnortance

Standing X 1
Walking X 1
Sitting X 2
Lifting A, 0-201bs. X 2

B. 21-50Ibs. X 1

C. 50+ Ibs. X 1
Bending/Stooping X 1
Pushing, Pulling, and/or Diosing 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
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JOB DESCRIPTION

Job Title: Manager, Information Technology Security Date: May 25,2017
Department: Information Technology Grade/Level: Exempt; .36

Title of Immediate Supervisor: Chief Information Officer

POSITION SUMMARY: The Manager of IT Security plans, develops, and maintains security policies and
standards for computer systems and networks. Develops and maintains security policies and procedures, leads in
analyzing and responding to system and application audits. Leads the IT Business Continuity team. Performs
research, develops solution concepts and designs. Specifies, operates, supports procurement of, configures, installs,
and tests components. Leads the security team in isolating and correcting problems related to security. Works
with the Senior Security Systems Engineer in engineering new and existing products and solutions. Works with
the Information Technology Security Analyst analyzing computer security incidents. Components include
hardware, firmware, software, combinations, and security components.

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

* Develops and documents controls designed to maintain the security and integrity of the network and
computer systems and monitors for compliance.

¢ Responsible for developing and document Business Continuity Plans (BCP) for Information Technology

e Tests BCP Plans with various operation and support groups

» Coordinates IT disaster recovery testing and documents findings, maintains the IT disaster recovery plan
and keeps it up to date

e Responsible for developing and implementing the Information Technology Computer Incident Response
Team (CSIRT) policy and procedures,

¢ Responsible for PCI DSS compliance efforts, including but not limited to, Assessments, Scanning,
Pentesting, completing the Self-Assessment Questionnaire (SAQ), implement remediation plans if
necessary, etc.

» Integral voting/approving member of the change control process, analyzing changes for security risks

e Supervise effectively to maintain a well-trained, motivated and professional staff, which provides data
security to meet the organization's needs.

e Plans, schedules, and performs information security risk assessments, internal audits and other security
testing processes of computer systems and networks to include vulnerability assessment, threat modeling,
and penetration testing.

» Develops and delivers a computer systems security awareness program.

» Develops security policies and procedures. Monitors compliance with security policies and procedures,
and prepares compliance reports.

» Reviews emerging technologies and standards. Develops prototype demonstrations of promising, cost-
effective and efficient new applications.

e Monitors reports of malware infection or other intrusions and designs and documents processes and
procedures for incident response.

e Develops policies and configuration standards for Microsoft Active Directory (AD). Works with system
administrators in developing standards for secure server and application configurations.

» Maintains a current knowledge of developments in both security hardware and software to ensure that
upgrades and installations are performed as efficiently as possible.




RESPONSIBILITIES (continued):

Adjusts own work schedule to include working late evenings and/or weekends when the need arises.
Collaborates with management in the preparation of the Information Technology budget.

As part 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.

Performs other related duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science or related field and eight (8) years’ experience required in the administration
of securlty for medium to large corporate networks, or an equivalent combination of education, training and
experience.

REQUIRED (or equivalent education, training, experience):

Extensive knowledge of computer and data security principles.
Experience with Microsoft Server and Client Operating Systems (OS),
Experience with Linux OS

Experience with administration of McAfee ePO and other McAfee Endpoint Security Products such as
NSP, TIE, ATD

Experience with Splunk and Splunk Enterprise Security
Experience with Nexpose vulnerability scanner
Familiar with public key cryptography

DESIRED:

Experience with CISCO network components and Palo Alto security components

Experience with network management systems (NMS)

Experience with security information and event management (SIEM) software

Experience with SNMP and network packet analysis tools .,.

Working knowledge of Oracle eBusiness Suite (or related Financials package) security, audit and control

methods and concepts

Working knowledge of mformatlon security programs using best practices methodologies such as Florida’s
‘Security of Data and Information Technology Resources Act’ (Rule Chapter 60DD-2 Florida Information

Resource Security Polices and Standards), ISO, COBIT, PCI DSS, etc. that include administration,

technical and physical safeguards.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Must have excellent analytical skills related to the job functions and requirements

Must possess excellent verbal and written skills

Must be a self-motivated individual who can perform with minimal direction, using sound judgment and
creativity in solving highly complex technical problems

Ability to provide proper advice and recommendations to managers and employees at all levels

Ability to work effectively in a stressful environment

Demonstrated ability to use professional ctiquette when dealing with Authority personnel and outside
vendors.

Must be able and willing to work both standard and non-standard work schedules, including weekends




LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida Driver’s License

o IT Infrastructure Security Certifications such as CISSP, CISM, CRISC, CISA, McAfee, Splunk, and Palo
Alto combined with other IT management certifications such as MCSE, RHCE, CCNP are desired

SUPERVISORY RESPONSIBILITIES:

» Supervises approximately two (2) employees

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this position might

exercise independent judgment and make decisions.)

»  Works very independently with little supervision or direction — substantial latitude in initiative and judgment
* Independent judgment for complex technical issues is critical and required routinely on a daily basis.

Direction is not normally frequent or detailed.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Manager, Maintenance Contracts Date: September 26, 2017

Department: Maintenance Grade/Level: Exempt; .29

Title of Tmmediate Supervisor: Assistant Director, Maintenance

POSITION SUMMARY: Responsible for the performance of assigned contracts, systems, and equipment
including but not limited to Fleet Management/Motor Pool, Automated People Mover Systems (APMs),
Elevators, Escalators/Moving Sidewalks, Life Safety, Interiors, Landscaping, Roofing, etc. Monitor contractor
compliance with contract requirements, and maximizes system/equipment availability, reliability, efficiency,
and safety. Overall responsibility for 24/7 operations.

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

Monitor that contractors performance is in compliance with all contract requirements, coordinate
contractor activities so there is minimal disruption and risk to the tenants and public. Perform routine site
inspections of assigned areas to verify required services are being completed. Verify and approve
contractor’s pay requests/invoices, or authorize those approved by staff. Serve as Authority’s Authorized
Representative (AAR) for the performance of contracts as assigned.

Conduct research and provide analysis of equipment/system downtime, capacity, etc. Provide advanced
scheduling, project coordination, and support for related interdepartmental projects.

Write and administer new contracts, negotiate modifications to existing contracts. Interpret contract
language and train staff in applicable terms, conditions, and remedies for non-compliance.

Provide supervision, leadership, direction and training to management and/or technical staff assigned to
the contract inspection/compliance activities. Establish work practices, provide oversight, maintain
employee records, conduct or authorize performance reviews, effectively train staff. Recommend
disciplinary action as necessary, participate in the interviewing and selection process.

Investigate problems and develop solutions in areas of responsibility. Continuously evaluate procedures
and practices, making recommendations to upper levels of management for achieving high quality and
quantity of work at the most reasonable cost. '

Overall responsibility for short- and long-term plans for future replacements, upgrades, and/or
refurbishments of equipment/systems/vehicles that result in minimal downtime and maximum system
availability/reliability. ~ Plan, prepare, and budget for equipment/system/vehicle obsolescence,
replacement, enhancement and upgrade. Identify, prepare and support capital funding requests for
equipment and system replacement or refurbishment. Validate project costs, repair estimates, and
additional work requests outside of the contract scope.

Project Manager for assigned projects. May include review technical specifications; draft scope of work;
review contracts, addendums, amendments; set up contractor; schedule required meetings; manage
payments, etc. )

Responsible for the development and administration of O&M and capital budget for assigned areas.
Establish and maintain records and reports as required/appropriate for arcas of responsibility. Input and
track appropriate data; establish, maintain, generate and distribute records and reports as required.
Maintain reports in a variety of databases, which, depending on area of assignment, may include Microsoft
Office, Maximo, Oracle, ctc.




RESPONSIBILITIES (continued):

Review, evaluate, and respond to accidents/injuries related to equipment under contract and serve as
Authority's representative in settlement proceedings.

Monitor compliance with applicable federal, state, and local codes; established maintenance and safety
standards; FAR, FAA, and Security regulations while operating on the Airport Operating Areas (AOA).
Responsible for timely submission of required compliance reports to the FDOT and State of Florida.
May be assigned responsibility for the Authority’s vehicle fuel program, ensuring fuel is available at all
times.

Develop and train employees in emergency procedures specific to assigned equipment and programs.
Update and submit safety documentation as required. Remain current on all GOAA emergency response
procedures.

Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Business Administration, Engineering, or a closely related field, and six (6) years experience
in an operations and maintenance organization to include managing multiple projects/contracts and technical
expertise in assigned areas of responsibility or an equivalent combination of education, training and experience.
Airport experience preferred.

Experience may be required in specific areas such as fleet management, automated people mover systems,
elevators, escalators or moving sidewalks, life safety, landscaping, roofing, etc. Knowledge of mechanical
equipment and systems, heavy equipment, fire apparatus and emergency response vehicles is preferred for some
contracts. Supervisory or demonstrated leadership experience is required.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of federal, state, and local codes in assigned areas of responsibilities.

Ability to read and interpret technical drawings and information, comprehend complex systems and
develop a logical approach to dealing with technical problems.

Ability to provide leadership and effective supervision to both management and technical staff.

Ability to maintain professionalism and diplomacy at all times while interacting with Aviation Authority
management, employees and contractors

Computer skills with proficiency in Microsoft Office suite and scheduling software required; experience
with a CMMS system (Maximo preferred) and/or Auto CAD desired.

Strong in the areas of reliability, accuracy, organizational and problem-solving skills.

Ability to work independently.

Excellent oral and written communication skills, ability to write technical specifications and contract
documents.

Working knowledge of heavy equipment and specialized training in repair and maintenance of fire
apparatus and/or emergency response vehicles may be preferred.

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license.

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Supervises approximately four-five (4-5) employees, depending on assigned contracts




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

o Works very independently with little supervision or direction
o Substantial latitude in initiative, judgment

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Manager, Project Controls _ Date: December 4, 2015
Department: Planning and Engineering Grade/Level: Exempt; 131

Title of Immediate Supervisor: Senior Director, Planning, Engineering and Construction

POSITION SUMMARY: Manages project information from start-up through close-out phases
on all construction contracts, various studies, environmental items, continuing consultant
selection and other work items. Administers GOAA’s Integrated Project Information Web-based
Application (iPro) system. Manages and maintains the Engineering & Construction master
program schedule. Management oversight for various Sunshine Committee processes including
compliance with GOAA policies and procedures. Works closely with consultants, contractors,
external agencies and Aviation Authority staff.

RESPONSIBILITIES: The listed duties are only illustrative and are not intended fo 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.

¢ Administration of GOAA’s Integrated Project Information Web-based Application (iPro)
system. Responsible for ensuring data integrity; maintaining user roles, user permissions,
and look-up datasets; developing custom queries and data analysis; user support and
troubleshooting; and, coordinating with GOAA Information Technology department and
developer.

e Management responsibility for the process to prepare agendas/minutes, ensuring compliance
with the GOAA policies and procedures as well as Florida State statutes for assigned
Sunshine Committees.

¢ Prepares Board agenda items for all items requiring Board approval resulting from actions
taken by various Sunshine and other committees.  Oversees preparation of the Construction
Report for the Board agenda, and ensures that board presentation items meet all established
requirements.

¢ Ensures start-up packages are prepared and executed in a timely manner to so that project
accounts and funding are in place prior to related approvals and billings. Provides training
and oversight of the consultant’s preparation of Engineering and Construction’s monthly
project cost report updates. Performs interim project cost updates and project cost/funding
analysis as requested. Performs project account analysis to determine if project accounts can
be closed, and if the available balances are to remain in the program.

e Analyzes project schedules, updates as necessary, and prepares/publishes the monthly Master
Program schedule for all Engineering and Construction projects. Prepares project milestone
schedules. Manages the set-up, recording, and publication of project meetings.

¢ Designated as alternate communication contact with the City of Orlando regarding the
Authority’s project information. ‘

¢ Reviews contractor change orders for accuracy and contract language, and ensures prompt
issuance to contractors, Issues change order Notices to Proceed on as as-requested basis and
ensures proper approvals are in place prior to issuance.



RESPONSIBILITIES (continued):

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

e Management responsibility for the project close-out process

e Ensures monthly publication of Construction Opportunities on the GOAA websﬂe and other
monthly project reports.

e Prepares annual reports

¢ Interprets contract documents to ensure compliance, verify that agency requirements are met,
and to interpret requests

e Performs other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Engineering, Construction Management, Accounting, Information
Technology or closely related field, and six (6) years of work experience related to project
management, data management, and cost accounting, or an equivalent combination of education,
training and experience. Work experience preferably in an airport or other public sector
environment.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Knowledge of construction, design, legal and scientific terms is desirable

e Strong computer skills; proficient in the use of computers including word processing and
spreadsheets, scheduling software, graphics software, scanning sofiware, and communication
devices.

» Advanced knowledge of Microsoft Office Products (including Outlook, Word, Excel, Visio,

and Sharepoint), and Adobe Acrobat.

Knowledge of Primavera Project Planning preferred.

Organizational skills to manage multiple and diverse activities and projects.

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.

Able to analyze and improve/automate business processes.

Demonstrated attention to detail

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

» Management/supervisory responsibility for approximately four (4) employees



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

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.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Manager, Tenant/Concessions Projects Date: December 13, 2016
Department: Planning, Engineering & é}onstruction ~ Grade/Level: Exempt; L30

Title of Immediate Supervisor: Senior Director, Planning, Engineering & Construction

POSITION SUMMARY: Plans, monitors, and manages tenant, concessions, and special projects from start-up through
completion of construction. Coordinates projects with the applicable stakeholders, i.c., Concessions Department,
Commercial Properties Department, airlines, tenants, concessionaires, and regulatory agencies, through successful
completion.

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. ‘

e Manage multiple projects related to tenants, concessions and other special projects from start-up through
completion of construction. Oversee construction activities related to the construction management functions with
the consultants, the contractor, the Owner’s Authorized Representative (OAR), and the Authority.

+ Manage project materials, including but not limited to: review and provide feedback for various documents
including studies, technical reports, specifications, drawings, change orders, claim actions as directed; maintain
specific contractual time windows to avoid claims and delays; set and manage specific deadlines on action items,
job memorandum, shop drawings, submittals, and similar contract issues that have significant impact on ultimate
contract cost and schedule.

e Analyze and assess project risk issues. Provide management with specific fecdback, clarifying details of
personnel conflicts, schedule impacts, claim risks, change order request, etc., along with a suggested solution or
corrective procedures to prevent issues from occurring in the future. Feedback will be prompt and frequent as
necessary.

s Negotiate fees/proposals/change orders and prepare scope and schedule of work. Prepare and manage written
proposals for presentation to the various sunshine committees for approval. Review contracts for professional
services and construction.

» Arrange and coordinate project meetings among GOAA staff, consultants and contractors as required to facilitate
the project through design and construction phases.

» Prepare and provide specialized tours, briefings, and presentations on behalf of the Authority.

e Review and approve or reject progress payments, invoices, and schedules. Make regular site visits. Review
execution of the work, contract documents, and drawings in compliance with all federal, state and local codes
rules, regulations, laws, legislative acts, GOAA policies/procedures design standards.

¢ Serve as liaison with various GOAA departments, airlines, tenants, and agencies including Federal and local
(County, City, OUC, etc.) regarding tenant, concessions, and special projects.

* Oversee technical reviews, job coordination meetings, budgeting, change orders, scheduling, and preparation of
project correspondence. Monitor all phases of program and project development through close-out and final
audits.

e Provide post construction analysis of performance by the contractor, architect, engincer and the Owner’s
Authorized Representative (OAR).

» Conduct analysis, claim reviews and claim defense for the Authority.

e Perform other related duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Architecture, Construction Management, Engineering, or related field and six (6) years of related
experience, or an equivalent combination of related education, training, and experience. Previous airport experience
and/or experience in an architectural or engineering firm, construction company or governmental agency with
responsibility for compliance and enforcement activities is preferred. Experience with CM@R delivery method of project
design and construction desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Demonstrated planning and organizational skills

Estimating, project and program scheduling, design, architectural, engineering and construction expertise
Good communication skills

Excellent attention to detail

LICENSES/CERTIFICATIONS REQUIRED:
o Valid Florida driver’s license
e Professional Engineer and/or Contractor license or certification in a specialty subject area(s), which may benefit
the Authority, is desirable

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
o Manages and directs the work of consultants and staff extension personnel.

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

Monitors and interacts with airlines, tenants, and concessionaires on construction activities
Works very independently with little supervision or direction
Supervises and directs several major projects and project functions including the work of consultants and
contractors and responsibility for quality and quantity of work, costs, methods, etc.
¢ Provides counsel for solution of unusual problems
e Evaluates performance of contractors and their compliance with policies and regulations
e Negotiates consultant fees and change orders

APPROMAL SIG@URES ,
| 12/ [th

Immediate Supervisor - Sr.'Director Date
J/V‘QJ(\ A
Chiet/Operating Officer Date

M\v\/(z (?En\nk |- M - Lig

\—D/ﬁ‘ectﬁr of H\ﬁ;}nan Resources Date
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JOB DESCRIPTION

Job Title: Network Administrator Date: December 5, 2017
Department: Information Systems Grade/Level: Exempt; 1.29

Title of Immediate Supervisor: Assistant Manager, Networks

POSITION SUMMARY: Perform research, configure, install, test and document components for converged data,
wireless, video and voice networks. Maintain and monitor the security and integrity of the network. Coordinate
the installation, relocation, maintenance and repair of various computer equipment. Monitor the network
management console for error conditions. Maintain system and cable plant connection schemes.

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

¢ Maintain code level, configuration and perform problem resolution for the Authority network switches,
routers, and wireless equipment.

¢ Monitor network for illegal or unauthorized software installation

» Coordinate and resolve system usage conflicts between critical applications and/or peak hour conditions;
perform LAN tuning and optimization

s Establish the timely distribution of critical and sensitive reports

¢ Oversee and document the orderly installation of cables by contractors or Authority personnel

e Coordinate the installation, relocation, maintenance, and repair of personal computers, network servers,
network interface hardware, routers, bridges, hubs, modems, peripheral equipment, printers, plotters,
removable storage, scanners, remote network components, and other related equipment

* Administer network monitoring software or any other network application requiring special licensing and
security

* Review emerging technologies and standards; develop prototype demonstrations of promising, cost-
effective and efficient new applications

¢ Establish the cataloging of installed equipment, software, repairs, maintenance, and upgrades. Prepare
analytical reports and make refurbishment recommendations based upon this historical inventory

e Maintain a current knowledge of developments in both hardware and software so that upgrades and
installations are performed as efficiently as possible

¢ Monitor the network management console for error conditions. Perform all functions related to the
configuration and maintenance of the network management software.

* Assist in maintaining IP addressing, system and cable plant connection schemes. Coordinate access by
users to the Internet. Require compliance in the security of Authority networks and servers connected to
the Internet. _

e Adjust own work schedule to include working late evenings and/or weekends when the need arises

o Collaborate with management in the preparation of the Information Technology budget

o If assigned to the GOAA Computer Security Incident Response Team (CSIRT), wilt 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




EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science or related field and four (4) years experience required in the administration
of medium corporate networks (1000 — 5000 connected devices), or an equivalent combination of education,
training and experience. Expertence with current Authority network components, enterprise WiFi networks and

" structured cabling is required. Experience with Authority’s currently used network management software is
desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Must have excellent analytical skills related to the job functions and requirements and must possess
excellent verbal and written communication skills

e Must be a self-motivated individual who can perform with minimal direction, using sound judgment and
creativity in solving highly complex technical problems. Provides proper-advice and recommendations to
managers and employees at all levels.

e Must possess the ability to work in a stressful environment and use professional etiquette when dealing
with Authority personnel and outside vendors

e Must be able and willing to work both standard and non-standard work schedules, including weekends

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver’s license
e CCNA, CCNP, CCIE preferred

SUPERVISORY RESPONSIBILITIES:

e None

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

e  Work very independently with little supervision or direction — substantial latitude in initiative and judgment
e Independent judgment for complex technical issues is critical and required routinely on a daily basis.
Direction is not normally frequent or detailed.

APPROV{I&L SIGNATURES:

J A 11/ ¢/
Immediafe Supervisor Date |
e L LDl 2 /517
Manager Date’

| Ninane el
Cl{ief r\Wﬂ Officer Date

e, (St o1\ 1)

téﬂgnior Tirector, ,Humﬁ Resources & Risk Management Date
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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.

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

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

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

e 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

e 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

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

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

e Review PRCS data and provide reports as needed

e Immediately reports concerns to management as appropriate

e Perform other duties as assigned



EDUCATION/EXPERIENCE REQUIREMENTS:

Two (2) years of related technical training and three (3) years experience to include parking
system database administration and troubleshooting, database mining related to transactional
activity, batching and data transfers, and related database research or an equivalent combination
of education, training, and experience. Experience in parking systems audit and parking revenue
conirol preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Extensive parking and ground transportation systems knowledge and skills
Familiarity with parking audits or systems audits

Effective oral and written communication skills

Attention to detail

Strong research and analytical skills

Microsoft Office and Systems Database skills

LICENSES/CERTIFICATIONS REQUIRED:
 Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)
e None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situation where
this position might exercise independent judgment and make decisions. )

¢ Works independently under moderate supervision, exercising considerable judgment and

discretion '
¢ High level problem-solving skills in area of expertise

APPROVAL SIGNATURES:

: A /z//
In@ﬁﬁté S ﬁrvisor ' Date 7
é_{,% S — o .
Dep%&;aor Date
@ !ém,ok 9-29-)1Y
irector oi)

Humad Resources Date



Job Description Supplement
- Physical Requirements and Working Conditions

Position Title Parking Systems Auditor
Department Transportation Contracts

Date September 12, 2014

Section 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 - 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)

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 1
Walking X 3
Sitting X 3
Lifting A.__0-201bs. X 3

B.__21-401bs X 3

C. __ 50+ lbs. X 3
Bending/Stooping X 2
Pushing, Pulling, and/or Digging X 1
Reaching over Head X 3
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
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JOB DESCRIPTION

Job Title: Project/Construction Coordinator Date: August 20, 2012
Department: Airport Operations - Landside Grade/Level: Exempt; L.23

Title of Immediate 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 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 fo the position.

e 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.

e Provide project coordination and oversight. '

e Coordinate projects from conceptual drawings to completion. Inspect, review and assist in
the project development.

e Review documents, specifications, outage notifications, and change orders, then provide
notifications and communicate construction activity with all GOAA departments and airport
tenants, as required.

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

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

e 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



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
* Ability to read and understand construction project documents and drawings
Computer skills — word/database management (Excel, Word, Outlook)
Able to operate basic office equipment
Able to use two-way radio
Effective oral and written communication skills
Provide exemplary customer service (skills, training, support)
Able to work after hours and weekends as required

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (/ndicate number supervised)

e None

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

» Works independently under limited supervision and general direction, exercising a high
level of independent judgment and discretion

» Provides solutions for problems encountered on various projects

» Evaluates project performance and compliance with program objectives

APPROVAL SIGNATURES:
el — §/3%5 /12
Imxpéiiate Supervisor Date i
C’}/‘%/Z/ Yl p3-3012,
“Department Director Date

@’W i &n@\ q_l%o}qzz

irector of)Humaﬂ\Resources Date



Position Questionnaire - Supplement
Physical Requirements and Working Conditions

Position Title: Project/Construction Coordinator Date: August 20, 2012
Department: 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 Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent -51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting X 3
Lifting A. 0-20 Ibs. X 3

B. 21-50 1bs. X 3

C. 50+ Ibs. X 2
Bending/Stooping X 3
Pushing, Pulling, and/or Digging X 1
Reaching over Head X 3
Kneeling, Crawling X 1
Climbing (ladders, stairs, hills) X 3
Typing/CRT (attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
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JOB DESCRIPTION

Job Title: Project Controls Specialist Date: May 4, 2017

Department: Planning and Engineering Grade/T.evel: Non-Exempt; L.20
Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Assistant Manager, Project Controls

POSITION SUMMARY:: Processes pay applications and invoices, confirming compliance with contract
documents, Aviation Authority policy, Florida State Statutes Prompt Payment Act, and federal and state
grant requirements. Processes various engineering/construction documents such as start-up packages,
requests for proposal, invitations to bid, bids, change orders, and closeout documents. Manages the
construction and engineering Box.com site. Works closely with consultants, contractors, external
agencies and Aviation Authority staff. Has a role in a variety of public and project-related meetings.
Performs project administrative functions as required.

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. '

e Review invoices and prepare project-specific pay applications, direct pays, and service receipts for
assigned departments. Verify payment is as specified in the contract and confirm compliance with
the Aviation Authority’s financial system requirements and policies, Florida State Statute, and
regulatory or grant requirements. Confirm amount paid and all required items, signatures,
documentation and compliance; follow up as necessary. Make payment decisions when
applications/invoices do not fit into established procedures, may establish new procedures for new
regulations. Maintain documentation as required.

e (reate requisitions within the Oracle Financial system for non-project related contracts and
department services. Verify payment is as specified in the contract, and confirm compliance with
the Aviation Authority’s financial systems requirements and policies. Prepare year-end accruals for
assigned accounts. :

e Confirm the Project Manager has prepared, or independently preparec when necessary, start-up
packages in a timely manner so that project accounts and funding are in place prior to related
approvals and billings. Assign project number; review accuracy of project type, procurement
method, etc.; initiate startup workflow in SharePoint for appropriate approvals; and forward to
Finance. Train/assist new Project Managers in the process. _

e Coordinate the Project Close-Out process. Review close-out manuals, checking for compliance to
contract specifications and Aviation Authority policy. Identify and follow up on incomplete items.
Prepare close-out letters for presentation to the Construction Committee, as applicable, to approve
contractors’ final payments. Prepare Certificate of Substantial Completion and other required
documents. Analyze accounts to determine if available balances are to remain in the program, and
note “triggers” to begin close out process at the appropriate time. Analyze account following
closeout to determine when contingency funds can be unencumbered.

* Administer the Box.com website for sunshine agendas, professional invoicing submissions, project
documents, and other communications. Authorize users, trouble-shoot the website for users from
other departments, consulting firms, contractors, etc. Provide training and help guides for using the
website.




RESPONSIBILITIES (continued):

Administer SharePoint folders for related Sunshine meetings and project administration/project
management folders. Create subfolders, shared folder queries as needed, and authorize users.
Expedite change orders and field change orders and coordinate the signature process. May include
drafting change orders for approval, ensuring contract, Aviation Authority policy and regulatory
compliance. Confirm that field change orders are converted to approved change orders prior to close-
out.

Submit legal classified advertisements to the appropriate media and the Aviation Authority website
in a timely manner. Prepare required notification letters and coordinate with Project Managers so
that deadlines are met. May draft advertisements for expiring contracts. Complete final review of
advertisement prior to submitting, and confirm published document is accurate. Determine
appropriate dates to advertise based on Board schedule.

Manage office equipment lease agreements, including maintenance agreements, for leased
equipment.

For assigned bid openings, prepare agenda, sign-in sheets and tabulation sheets. Record and publish
minutes, finalize tabulation sheet. Electronically distribute related documents for review as
appropriate, in an expedited manner.

For assigned Sunshine meetings, which may include the Construction Committee, Professional
Services Committee (PSC), and Design Review Committee (DRC), prepare agenda, post, record and
publish minutes. Following meetings, confirm that action items have been assigned and completed
prior to the next meeting. Prepare related correspondence. Maintain current knowledge of Aviation
Authority Legislative Acts, Policies and Procedures, as related to the sunshine committees.

May perform supporting tasks for the PSC including, but not limited to, preparing agendas and
minutes for pre-submittal and pre-proposal conferences; managing the related RFP/RFQ e-mail box
for Q/As and ensuring responses are posted timely; processing and distributing Letters of Interest
(LOIs) and Statements of Qualification (SOQs) ensuring compliance with Florida State Statutes
regarding public records exemption on financial records; performing reference checks for
LOIs/SOQs, preparing related reports, and verbally presenting findings to the PSC at the meetings;
drafting and distributing all related letters to proposers; following up with firms on outstanding
documentation and ensuring appropriate review/approval of said documentation; and, posting all
related updates to Aviation Authority's website.

Monitor the Federal Debarred Vendors List for regulatory compliance regarding debarment,
suspension, ineligibility, etc.

Participate as assigned in department BCP, conversion to SharePoint, establishing procedures for
new department/Aviation Authority initiatives, ete.

Performs other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

A Bachelor degree and three (3) years experience related to project administration and invoicing, or an
equivalent combination of related education, training, and experience. Experience with a construction
firm, consulting firm, law firm, or public agency, in a role ensuring compliance is preferred. Experience
with Sunshine meetings is preferred. Construction Management at Risk (CM@R)/GMP experience is
preferred.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal skills.

Must have excellent organizational skills.-

Must be able to multi-task while meeting critical deadlines.

Demonstrate a high degree of accuracy and attention to detail.

Able to work independently.

Advanced knowledge of MS Excel, MS Word, and MS PowerPoint required, knowledge in MS

Access, Adobe Acrobat, MS Project, SharePoint, and cloud-based storage preferred.

o Proficient in the use of computers, including web-based database software, word processing
and spreadsheets, scanning software, graphics software, scheduling software, and
communication devices.

e Understanding of construction specifications, contract terms, terminology, and basic accounting

principles.

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver license.
e (SI-Certified Construction Admm1strator {CCCA) certification preferred.

SUPERVISORY RESPONSIBILITIES: (fndicate number supervised)

e None.

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

¢ Works independently under minimal supervision, exercising considerable judgment and
discretion.

o Uses judgment in making pay decisions where applications/invoices do not fit into established
procedures, and in releasing contingency funds.

» May identify/establish new procedures.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Project Manager — Structured Cabling Date: December 5, 2017
Department: Information Technology Grade/Level: Exempt; 126

Title of Immediate Supervisor: Manager, IT Infrastructure

POSITION SUMMARY: Provide project management and analysis oversight for construction-related activities
pertaining to telecommunications, serving as a communications infrastructure advisor. Serve as liaison between user
groups, systems managers and the technical staff developing solutions.

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

e (Coordinate and assist in planning, engineering, and utilization of the Authority’s voice and data
communication systems to achieve maximum efficiency and operational performance within budgetary limits

e Review voice and data structures, cable plan designs, construction and design detail drawings for cabling
systems; assist with cable schedules and construction issues

¢ Serve as liaison with Aviation Authority Departments and Committees to address communications
infrastructure concerns and requirements during all phases of the project including planning, design,
development and construction

¢ Design cable infrastructure, cabinet layouts, distribution frames and patching facilities. Perform studies,
analyze technical data, inspect, review and assist in the adherence to cabling standards and policy.

¢ Coordinate with contractors and engineers, on the selection and placement of communications systems for
renovation and new construction. Establish and project costs associated with proposed infrastructure.

¢ (Coordinate and manage contractors at job sites, including monitoring their work, facilitating equipment
deliveries and identifying and escalating any improper issue. Act as on-site facilitator during construction and
build out of any building including cable installation, electrical power and HVAC.

e Track all expenses related to a project and review invoices

e Assist users with connectivity problems

¢ Analyze voice and data communications requests and determine the most cost effective and compatible means
by which maximum efficiency and economics can be achieved

o Keep abreast of trends and technical developments in the field by self-study, participation in job related
seminars, courses, or conferences, and liaison with vendors

e Prepare and maintain resource loaded schedules of activities and milestones

e Perform other duties as assigned

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Telecommunications, Electrical or Electronics Engineering with five (5) years of experience in
copper and fiber optic cable installation, design and analysis, or an equivalent combination of education, training and
experience. Three (3) years of experience in telecommunications, computer room design, and cable distribution
methods; including utilization of basic principles of electronics and components. Two (2) years enterprise telephone
system experience desired.




[
a

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Knowledge of cabling installations standards ANSI/TIA/EIA 568-A, 569, 606 and 609

Knowledge in all arcas of structured cable installation and design including surveys, estimates, Outside Plant,
fiber optic, National Electronic Code, IEEE standards

Knowledge of Etheret, MPLS topologies, EIA/TIA standards, BICSI TDM Manual

Ability to interface with users and staff and possess excellent oral and written communication skills
Knowledge of electronic principles and components

Knowledge of enterprise telephone system desired

Knowledge of PowerPoint, MS Projects, MS Word, Excel, AutoCAD, and Visio desired

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license

BICSI Installer certification preferred

Fiber Optic Installation and Testing certification preferred
RCDD certification preferred

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e None

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

Coordinate and manage contractors at job sites and assist users with connectivity problems
Determine methods of resolving discrepancies in cabling installations and design

Provide comments on construction project drawings

Advise project managers and contractors on cabling routes for inside and outside plant applications
Participate in the design, installation, maintenance and troubleshooting of voice and data networks
Work independently with little supervision — high level of initiative, judgment

APPROVAL SIGNATURES :
/ 2./5%7

Immedﬁ&ﬁrwsor Date
[2.5.1]

Cfief Infogmation Officer Date
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== GREATER ORLARDO AVIATION AUTHORITY
E " Job Description

. Purchasing Agent
Department; Purchasing Date: February 16, 2018

Title of Immediate; Manager, Purchasing Pay Level: L20

POSITION SUMMARY Purchase matenals supphes eqmpment and services in a tlmely fashlon and of a quallty and pnce
consistent with Authority needs and in accordance with good purchasing principles and ethical standards. Process routine
solicitations of approved value primarily utilizing a Request for Quotation (RFQ) or other approved method. May serve as a
primary buyer-for either a Hotel Facility project or a capital renovation project. Perform routine processes which include
market research, review of other agencies’ contracts to determine eligibility for utilization, purchase description
devefopment, locating vendors, solicitation processing, price analysis, value analysis, award determination or
recommendation, award and purchase order processing.

DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the
following representative duties and responsibilifies. Duties and responsibilities, such as regular attendance af the job are not routinely listed in job
descriptions, but are also an essential function. Essentiel duties and responsibilities may include, but are not fimited fo, the followmg

¢ Reviewand process electronlc documents as required, utilizing the Authority’ s Financial System. Documents -
include Standard Purchase Orders, Blanket Purchase Agreements and Contract Purchase Agreements as required
by the individual purchase

» Review, refine and develop purchase. descrlptlons for routine purchase sohcﬂatuons a93|st the Purchasmg Manager
in the development of specifications and statements of work for use in major purchase solicitations as requested;
coordinate with requesting department to confirm drawings, other attachments and supporting documentation are
provided within timeframes to meet required deadlines

¢ Prepare RFQ solicitation packages to solicit goods and services with the goal-of getting the best value for dollars
spent consistent with Authority needs and in accordance with good purchasing principles and ethical standards,
Authority policy and State of Florida statutes utilizing the Authority’s most current e-procurement system.

¢ Receive and evaluate quotations, assist in the development of award recommendation memos as requested by the
Purchasing Manager, and prepare award documents,

o Coordinate afternate actions with requestor when budgetary restrictions, sourclng problems, avallablhty, or time
constraints impact the procurement.

"o Perform market research to maintain an understanding of goods and services to be purchased, be proficient in

assigned commodities, and assist customers in obtaining product information for a competitive vendor base.

o Advise customers of the Authority’s procurement process to obtain goods and services. Provide guidance to
customers in purchase description development.

¢ Resolve any delivery or payment issues with the appropriate department.

¢ Conduct pre-solicitation and other meetings with vendors and customers as needed.

¢ Remain current in knowledge of purchasing principles; Authority policy, procedures, methods and accepted
operational practices demonstrate proficiency in their practical application.

¢ Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor degree in Business Administration, Public Administration or a related field and three (3) years of progressively
responsible work experience in procurement, or an equivalent combination of education, training and experience.
Experience must include processing solicitations in an e-procurement system. Procurement experience in the public sector
is preferred.




SPECIAL KNOWLEDGE SKILLS and ABILITIES

o Working knowledge of the solicitation and award process for purchases of commodities, equipment, and services
using request for quotes

» Working knowledge of purchase description development _

» Skilled in vendor base development, product and service research, pre-award surveys, price analysis and value
analysis

o Excellent verbal and written communication skills

e Desktop application software skills including word processing, database, and spreadsheets. ERP system order
entry experience is preferred.

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida Driver License
e Current certification as a Certified Purchasing Manager (C.P.M.), Certified Public Purchasing Officer (CPPO),
Certified Professional Public Buyer (CPPB) or equivalent certification preferred

LATITUDE AN D/ OR. IN DEPENDENT _IUDGEMENT (Inc!ude examples of sltuanons where th.'s pos:tren “

miaht uosmon m:aht exerase mdevendent and.make.decisions)..

e Experience and judgment to plan, research issues, evaluate data, prepare documents, complete tasks and carry
out responsibilities. '

» Work independently under moderate supervision and general direction, exercising considerable independent
judgment and discretion.

This Job Description is intended to be comprehensive and fo provide details of the position for which it has been written. However, this
Job Description is not intended to fimit any of the duties, responsibilities or activities that may be required of the employee who is
employed in the position. Other duties, responsibilities or aclivities 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:
/ﬂ@ﬁcﬁ :{M&om 2/2)/3 LQ‘MO—UK &fh-\éw((/ cﬁ':l\([é’
Immediate Supervisor * Dhfe Assistant Director Date

Ao . 1} St 208§ oy ees Hchit
Chief Financial Officer Date ﬁ"ﬁimct?r, HR &Risk Management Date

FLSA: Exempt Shift Premium: N/A
EEO Category: Professional Rotating Shift:  N/A




- AT
S OREATER ORLANDO AVIATION AUTHORITY Physical Requirements and Working Conditions

Purchasing Agent

Department: Purchasing Date: February 16, 2018

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.

T T T Ereteneg T T T [ T mportance. T T
Constant: More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent:  51-80% {4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in same other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1- Not Critical; may be reassigned or not performed at all

QOccasional: 6-20% (1-2 hours per & hour day)
Rare: 0 5% (Less than 1 hour per 8 hour day)

LS I R TR T £ o - Physical Effort ;. T .1.0/|"Constant. '| Very Frequent | ‘Frequent | :Occasional | Raré | Importance
Standlng X 2
Walking X 2
Sitting X 3
Lifting: 0-201bs X 3

20-501bs ' X 1
51+ lbs 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 2
Typing/CRT (attention to detail} X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other
...... 5 Worklng Conditions .~ | Constant | VeryFrequent | 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 i

sl LT U Equipment/Vehiielas 0] Constant . | Very Frequent |- Frequent | Occasional . [ Rare. : Importance
GOAA/PersonaI Vehlcle X 2
General Office Equipment (Computer, Copier, Fax, etc.) X 3

Other
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JOB DESCRIPTION

Job Title: Records Management Specialist Date: July 27, 2017

Department: Board Services Grade/Level: Non-Exempt; L19

Title of Immediate Supervisor: Director, Board Services

Rotating Shifts: No
Shift Premium: No

POSITION SUMMARY: Serves as the Authority's Records Management Liaison Officer (RMLO) to
the State of Florida, required by F.S. 257.36(5)(a). Ensures Authority's comphance with all statutory
requlrements for public records management.

RESPONSIBILIT[ES: 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,

* & & »

Serve as GOAA's Records Management Liaison Officer (RMLO) to the State of Florida

Manage Authority information including paper, microfilm, imaging and electronic records,
ensuring the integrity of the corporate (GOAA) memory

Recommend, implement and monitor Authority record management policies/procedures to ensure
compliance with Public Records Law. Develop and implement the format for cornputer indexing
of original documents.

Implement State of Florida Records Schedule throughout the Authority. Serve as a resource for
all GOAA records coordinators, and ensure they are trained and kept up to date regarding State
Schedule and GOAA procedures. Prepare and conduct workshops or other training/
communication as needed.

Submit and obtain all authorizations for disposition of Authority records and certify same
Assist with public records as directed by the Director, Board Services. Assist with responses to
subpoenas Duces Tecum with and without deposition.

Obtain and implement continuing updated records management information by participating in
State briefings and seminars

Draft and monitor department budget, monitor and reconcile two Pro Cards

AAR for assigned contracts

Assist the Director, Board Services with administrative tasks

Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:
Bachelor degree in Business Administration, Business Management or Library Sciences and three (3)
years in records management position(s) for a large organization, or an equivalent combination of
education, training and experience.




SPECIAL KNOWLEDGE, SKILL, ABILITIES:
¢ - Requires a strong working knowledge and thorough understanding of records management
General knowledge of Public Records Law required, Florida law preferred
Strong organizational abilities
Excellent computer and word processing skills
Strong communication skills to assist department records staff, conduct related training exercises

LICENSESCERTIFICATIONS REQUIRED:
e Valid Florida drivers' license
e Certified Records Manager certification desired

SUPERVISORY RESPONSIBILITIES:
¢ None

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

¢ Works independently under moderate supervision, exercising considerable judgment and
discretion
¢ Provides reconimendations related to records and archives, in compliance with GOAA policies
and Florida Statutes.
¢ Questions may need to be referred to the Director, Board Services, general counsel, or the State of
" Florida Bureau of Records before a decision is reached.

APPROVAL SIGNATURES:
/(Q/é e 2=
Immediate Supervis&')v U U’l [ ‘ Date o
>N P— g-23-10)
Executive,Director Date

By & Pyl Zashn

4.
elil,(?{ Dmictor guman Resources & Risk Management Date
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JOB DESCRIPTION

Job Title: Research Analyst Date: January 2, 2018
Department: Marketing & Air Service Development (ASD) Grade/Level: Non-Exempt; L21

Title of Immediate Supervisor: Assistant Director, Marketing & Air Service Development

POSITION SUMMARY: Responsible for aviation industry research and analysis and development of
industry trends, forecasts, presentations, reports and briefings in support of the Aviation Authority's domestic
and international marketing, air service development (ASD) and business development (BD) efforts. Assist with
the maintenance and development of the Orlando International Airport (MCO) public web site.

RESPONSIBLITIES: 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.

¢ Tabulate and analyze data from internal and external databases/tools including U.S. DOT, FMi and
flight schedule databases, and other economic, demographic and aviation industry databases/tools
including the Beontra B-Route Development tool

¢ Maintain internal databases incorporating data from internal and external sources to support both ASD
and BD efforts '

o Research new and/or additional databases/tools to support MCO marketing, ASD and BD goals

Develop multi-media presentations and written reports of research results, findings, and

recommendations

Maintain and organize all research data files and reports

Propose route strategies based on trends and findings to support MCO’s ASD efforts

Create and post web content to GOAA’s public web site

Assist with improvements to the design, navigation and functionality of the web site

Serve as back-up for web site related matters as required :

Assist with the design, development and administration of surveys, including GOAA’s Passenger

Terminal Survey, and development of management reports of key findings from survey data

Support department staff as necessary in Marketing, Business Development and Air Service

Development areas :

Handle all secondary research requests from various business units within GOAA

Stay current on all hews relevant to MCO Marketing & ASD

May require travel to attend conferences and events

Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS

s Bachelor degree in Business Administration, Marketing, Airport Management or related field and three
(3) years of experience conducting primary and secondary research, analyzing findings, developing
conclusions and recommendations along with designing/writing surveys, or an equivalent combination
of education, experience and training. Experience posting web content, creating web content and/or
utilizing a content management system to deliver web content required.




SPECIAL KNOWLEDGE, SKILL, ABILITIES:

Knowledge of and experience with Microsoft Excel and PowerPoint

Knowledge of web development tools such as WordPress, Dreamweaver and PhotoShop
Ability to extract news and information from credible online sources and commercial databases
Ability to analyze diverse sets of data and develop key findings

Ability to design and write research surveys/questionnaires

Ability to establish and maintain effective working relationships, both inside and outside the
organization

Ability to prioritize and complete multiple projects within a short timeline

Ability to communicate effectively, both orally and in writing

LICENSES/CERTICATIONS REQUIRED:

None

SUPERVISORY RESPONSIBILITES: (indicate number supervised):

None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (include examples of situations where this position
might exercise independent judgement and make decision)

Works independently under moderate supervision

Prepares appropriate and accurate economic, demography and airline industry analyses and marketing
presentations

Analyses, presentations and recommendations may have substantial effect on overall Authority financial
results, project costs, economic impact and air service decisions made by others

Projects often have significant levels of uncertainty and forecasting is often required

Judgment is required to weigh conflicting data and priorities in order to prepare sound analyses,
forecasts, and recommendations

APPROVAL SIGNATURES:

—— .
Immedlate Supervisor Date

U QP/M' 0 n}ﬁ/i‘”)

Senlor D1r ctor Date

d% Hnd 119

i gér Director, i%luman Resources & Risk Management Date
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JOB DESCRIPTION

Job Title: Revenue Control Analyst Date: October 23, 2014
Department: Finance 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
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.

e 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, A/R to G/L and interfund reconciliations.

e 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.

e Prepare year-end financial statement schedules and notes and work with independent auditors during
the interim and year-end audits.

e 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.

e 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.

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

e 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.

e 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.



e Perform other duties as assigned.
EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Accounting and four (4) years of related work experience relating to accounts
receivable, general ledger and account analysis, or an equivalent combination of education, training
and experience. Must be familiar with computerized accounting systems and have collection
experience. Oracle and PROPworks experience desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

» Strong understanding of basic accounting concepts, practices and procedures

Must be familiar with computerized general ledger and accounts receivable accounting systems
Extensive knowledge of MS Office software, with emphasis on Access database and Excel
spreadsheet software

Strong interpersonal skills

Ability to understand and carry out complex oral and written instructions

Ability to deal tactfully and courteously with employees and the general public

Ability to communicate clearly and effectively, orally and in writing

general public :

» Strong attention to detail; organizational skills to prioritize work and meet deadlines; manage
multiple projects simultaneously

e Must be proactive and take initiative

» Strong analytical skills with sound judgment,

LICENSES/ CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license
e (Certified Public Accountant desirable

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

* As assigned on special projects

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

e Make sound decisions to minimize financial losses to the Authority
e Works independently under limited supervision and general direction, exercising high level of
independent judgment

APPROVAL SIGNATURES:

Pre /29y

Immediate Supervisor Date

s

Ability to establish and maintain effective working relationships with employees, vendors, and the



Még/

lo[29//

Assistant Director /{ g

Depart;ziDerector

Date
/O / %5/#1
Daté
- -4
Date

rector of I-ylman Résources



Job Description Supplement

Physical Requirements and Working Conditions

Position Title Revenue Control Analyst
Department Finance

Date Qctober 23,, 2014

Section: 111

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

Frequency ortance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing _ X 2
Waiking P X 2
Sitting X 3
Lifting A._ 0-201bs. X 2

B. _ 21-50Ibs. X 2

C. 50+ Ibs. X 1
Bending/Stooping X 2
Pushing, Pulling, and/or Digging X 2
Reaching over Head X 2
Kneeling, Crawling X 2
Climbing (ladders, stairs, hills) X 2
Tvping/CRT (attention to detail) X 3
Speaking & Hearing X 3
Detailed_Inspection/Reading/Editing X 3
Writing X 3

Other
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== GREATER ORLANDO AVIATION AUTHORITY
==, | Job Description

———

_ _ Security Technician
Department: Security o - Date: September 6, 2018
Title of Immediate Supervisor: Supervisor, Security Operations Pay Level: L15

POSITION SUMMARY: Monitor door alarms and other related security systems via the CCTV system from the Security
Operations Center (SOC). Investigate, dispatch and coordinate as needed to provide appropriate response. Assist with
routine patrols and assessing the effectiveness of security procedures.

'DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA), may inchude any of the
following representative duties and responsibilities. Duties and responsibilities such as regular affendance at the job are not routinely listed in job
descriptions, buf are also an essential function. Essential dufies and responsibilities may include, but are nof limited to, the following:

» Monitor door alarms and other related security systems via the CCTV system from the SOC; continuously monitor
and assess security situations from the Security Operations Center.

« Investigate and dispatch security responses for activated security system alerts within the required timeframe,
coordinating with Communication Center and other Airport Security personnel as needed.
Assist with routine patrols and assessing security area effectiveness and regulatory compliance when assigned.

o Assist in the enforcement of the Airport Security Program (ASP) in accordance with 49 CFR Part 1542, -
Issue Security Violations as appropriate for violations of the ASP or other regulatory requirements; log and track
violations for historical and trending analysis; coordinate with authorized personnel for issuing Trespass Warnings if
applicable.

o Prepare reports, logs, and other documentation in support of the ASP and section policies

» Responsible for remaining current on all GOAA emergency response procedures and executing proper response as
required.

e Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

Associate degree in a Security related discipline and two (2) years security related experience, preferably in an airport
environment, or an equivalent combination of education, training and experience. Experience monitoring alarms and/or
security systems in an operations center preferred.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Computer proficiency to include a working knowledge of Microsoft Word and Excel
Knowledge of Transportation Security Administration security requirements
Experience/knowledge of general airport operations

(Good oral and written communication skills

Ability to effectively and professionally interact with various Authority staff and Airport security personnel
Ability to cperate a two-way radio '

Ability to work independently without constant supervision

Must have the ability to prioritize multiple tasks and handle more than one task at a time
Must be able to act effectively in highly stressful situations

Must be able to type a minimum of 25 cwpm

Proficiency in speaking and understanding English required, multilingual skifls desired
Must be able to work rotating shifts, early momings, late evenings, weekends and holidays




LICENSES/CERTIFICATIONS REQUIRED:

s Valid Florida driver's license

SUPERVISORY RESPONS]BILIT. ES: (Indicate number supervised)

o None

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Inciude examples of situations where this position

might position might exercise independent and make decisions)

o Works independently and under general supervision
o Must be able to make immediate decisions following established quidelines/procedures

This Job Description is intended fo be comprehensive and fo provide details of the position for which it has been written. However, this
Job Description is not intended fo fimit any of the duties, responsibilities or activities that may be required of the employee who is
employed in the position. Other duties, responsibilities or aclivities may be assigned or may change at any time with or without notice.
The Authority reserves the discretion to revise this Job Descripfion af any fime.

APPROVAL SIGNATURES:
Departiient Manager ‘ Date Department Difector ~ Date
g\'egf\ G\’ ) j" ' g
SF.’DirectoT‘) HR & Gsk Management Date
Vi
FLSA: Non-Exempt %} Shift Premium: N/A
EEO Category: Service Maintenance -Rotating Shift: Yes




=== GREATER ORLANDO AVIATIO_N AUTHORITY

= Physical Requirements and Working Conditions

Security Technician

Department: Security Date: September 6, 2018
W
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.

Freguency : Importance
Constant: Mere than 80% {6 1/2 hours or more per 8 hour day) 3 - Criticai part of Job; can't be done any other way
Very Frequent:  51.80% (4 1/2-6 hours per 8 hour day) 2 - Impaortant, but may be performed in some other way
Frequent: 21-50% {2 1/2-4 hours per 8 hour day) 1- Not Critical; may be reassigned or not performed at all
Qccasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour per 8 hour day}
Physical Effort Constant | Very Frequent | Frequent | Occasional | Rare Importance
Standing X 3
Walking X 3
Sitting _ X 3
Lifting: 0-201Ibs X 2
20-501bs X 2
51+ lbs X 1
Bending/Stooping X 2
Pushing, Pulling and/or Digging X 2
Reaching over head X 2
Kneeling, Crawling X 1
Climbing (ladders, stairs, hills) X 2
Typing/CRT [attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspaction/Reading/Editing X 3
Writing X 3
Other .
Working Conditions Constant Very Frequent | Freguent | Occasional | Rare Importance
Extreme Weather X 3
Noxious Fumes X 2
Chemicals ) X 2
Insects X 2
Heights, Confined Areas X 2
Excessive Noise X’ X
Must be able to work nights, weekends and holidays 3
Equipment/Vehicles Constant Very Frequent | Frequent | Occasional | Rare Importance
GOAA/Personal Vehicle X 3
General Office Equipment {Computer, Copier, Fax, etc.) X 3
Pull Trailer X 3
Security systems {CCTV, alarms, etc.) X 3
Communications Equipment (radio, cell phone) X 3
SUPERVISOR COMMENTS:

ol ot 7/ /i /W e

Immediate Supervisor ate Departm nt Dir Date

(\QTM\\ NCUVONN t\\\?\ \9

Human Resources Compensation Date
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-_— — Job Description

Senior Administrative Assistant
Department: Board Services Date: March 1, 2018
Title of Immediate: Director, Board Services Pay Level: L16
%
POSITION SUMMARY: Provide complex administrative support to the Board Services department, and other executive
and management staff as assigned. Post Sunshine meetings; assist with the preparation for a variety of meetings

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 affendance at the job are not routinely listed in job
descriptions, but are aiso an essential function. Essential duties and responsibilities may include, but are not limited fo, the following:

« Perform administrative support including prepare correspondence, copy, scan, file, route correspondence, and
other general office duties for the Board Services department and other executive and management staff as
assigned. Support may include regular contact with elected officials, community leaders, efc.

o Post Sunshine Meeting information as required, and maintain related records in accordance with established
regulations and policies.

» Serve as back-up to schedule, organize and prepare agendas and packages for a variety of meetings including

Board and executive staff meetings.

Assist with calendars for Director, Board Services, Chief Executive Officer, and others as assigned.

Establish and maintain effective tickler systems. '

Research and compile a variety of information as assigned.

Authorized procurement card user; reconcile monthly activity.

Inventory and order departmental office supplies. _

Monitor maintenance of Copy and Postage equipment under contract and frack service requests; provides

assistance with copy & postage equipment issues.

¢ Manage the Oracle procurement process from requisition through payment, appropriately utilizing requisitions,
direct pays, fund reieases, purchase orders, etc.; complete, process and maintain all related documentation.

» Manage the scheduling of 8 conference rooms in the executive offices and annex building; organize and maintain
conference rooms in the executive offices; print and update daily calendar as needed for each conference room.

o Assist with special projects or events.

» Serve as back-up for other administrative functions in Executive Administration including but not limited to
monitoring the departmental budget, handling office related duties, efc.

o Perform other duties as assigned.

'MINIMUM QUALIFICATIONS:

Associate degree in Business Administration or related field and two (2) years experience in high-level administrative
support work experience, or an equivalent combination of education, training and experience. Experience with public sector
administrative support and/or with Sunshine committee support preferred.




SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Type 60 CWPM o

Proficient in Microsoft Word, Excel, Outlook and PowerPoint; and other systems as required.

Proficient in oral and written communications in English including grammar and punctuation

Demonstrated ability to responsibly handle sensitive information

Demonstrated ability to deal professionally and effectively with high profile individuals

Demonstrated attention to detail and strong organizational, administrative, and communication skills

Demonstrated competency and professionalism, exercising good judgment, initiative, resourcefulness and decision-
making skills

¢ Knowledge of Florida Sunshine meeting law preferred

e & & & & & @

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

e None

LATITUDE AND/ OR INDEPENDENT JUDGEM ENT: (Include examples of s.'tuat:ons where thrs pos:tron

might position miaht exercise independent and make decisions)

Exercises considerable independence under general supervision
Makes independent decisions, following estabiished guidelines/procedures
Demonstrates good judgment in communicating with executive management, elected officials, community leaders,
and other Authority departments regarding schedules, efc.
o Set work priorities, makes office operations decisions.

This Job Description is infended to be comprehensive and to provide details of the position for which it has been writfen. However, this
Job Description is not intended to limit any of the duties, responsibifities 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 fime with or without nofice.
The Authority reserves the discretion to revise this Job Description at any time.

5{2/{ %W (évw\ 2|8

Date r IffrectcT HR &/Risk Management Date

APPROVAL SIGNATURES:

Chief Executive\Officer Date

FLSA: Non-Exempt Shift Premium: N/A
EEO Category: Administrative Support Rotating Shift: N/A
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Physical Requirements and Working Conditions
_—= .

Senior Administrative Assistant

Department: Board Services ' Date: March 1, 2018
|

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 § hour day} 3 - Critical part of Job; can't be done any other way
Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
QOccasionai: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour.per 8 hour day)
Physical Effort : Constant | Very Frequent | Frequent | Occasional | Rare - | importance
Standing X 2
Walking X 2
Sitting X 3
Lifting: 0-201lbs X 1
20-50Ibs X 1
51+ |bs 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 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
Other
SUPERVISOR COMMENTS:
il ///; 2ol (00 pAR— sl
= ) |
Immedlate Super\ns bate Chief Executi\{'e Officer Date

Human Resources - Compensation Date ; DT e i






















JOB DESCRIPTION

Job Title: Senior Administrative Assistant Date: January 26,2018

Department: Marketing & Air Service Development (ASD) Grade/Level: Non-Exempt; L16
Rotating Shifts: No

Title of Immediate Supervisor: Sr. Director, Marketing & Shift Premium: No

Air Service Development

POSITION SUMMARY: Provides administrative, budget and project support for the Marketing department Assists
staff at all levels with a broad range of activities, special events and projects.

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,

* Process all financial transactions for the department including, but not limited to, create and process purchase
orders, requisitions, direct pays and procurement card purchases; prepare related reconciliations and reporis
including reconciliation of advertising placement and billing.

* Prepare and monitor department budget, confirm correct allocation of funds and prepare related reports and
analyses; verify contract invoices are correct and accurate before submitting for approval.

* Provide administrative support including, but not limited to, answer multiple department telephone extensions,
maintain both physical and electronic filing systems, prepare and maintain payroll documentation, operate office
equipment including photocopiers and scanners, type and draft correspondence, schedule meetings, and
process/distribute mail.

 For department related travel, research domestic and international travel and event plans, create travel request
forms, process complex post-travel expense reports and submit to Finance/Travel Services. Provide {ravelers
with a detailed travel itinerary that includes all dates, times, transportation arrangements, confirmation
numbers, event reservation information and attendees, etc. Travel is frequently international, requiring
conversion of monetary units, time zones, etc.

* Maintain department travel request spreadsheet to confirm actual spent is in-line with budgeted costs and total
spent is on track for the year.

* May draft portions of professional service agreements and other proposals for management review.

* Update and maintain marketing contacts in current customer relationship management system.

» Maintain inventory of promotional items; research and make recommendations for the procurement of new
promotional items,

 Assist with events, “Meet and Greets”, meetings and preparation of briefings for airline representatives and
others.

* Maintenance, storage, and destruction of department records, per applicable policies, regulauons and working
in conjunction with designated Aviation Authority records management personnel.,

i

* Assist with the research for and preparation of briefings and reports.
* Gather a variety of information for department as assigned.
s Perform other duties as required.




EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree and two (2) years administrative and budget experience supporting multiple professional and
mangement level staff; or an equivalent combination of education, training and experience. Experience reconciling a
department budget required.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Demonstrated strong organizational and time management skills

e Advanced level user of Microsoft office products - Word, Excel, PowerPoint

e Experience with Oracle (accounting), Hyperion (budgeting), Kronos (timekeeping) and SalesForce (customer
relationship management system) preferred

Ability to multi-task

Accurate proofreader, attention to detail

Understanding of aviation/airline industry desirable

Ability to communicate clearly and effectively with all levels of customers both internally and externally
Typing — CWPM 50 required

LICENSES/CERTIFICATIONS REQUIRED:
o Valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

e None

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

e Works under general supervision with considerable independence
¢ Makes independent decisions in accordance with established guidelines/procedures

APPROVAL SI TURES:

Il /[a/19

Immediate Super@sor — Sr. Director Date
/ " \._ f/},) % /.-._%67"*/ g
Chief Executive Officer Date

Resources & Risk Management Date
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JOB DESCRIPTION

Job Title: Senior Administrative Assistant Date: May 25, 2014
Department: Small Business Development Grade/Level: Non-Exempt; L16
Rotating Shifts: No
Title of Immediate Supervisor: Director, Small Business Shift Premium: No
Development

POSITION SUMMARY: Provides administrative support to the Director; plans and coordinates
department events; maintains department certification database, provides initial contact for the
certification process. -

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.

Provide administrative support to the department Director, including but not limited to: schedule
meetings, greet visitors, answer incoming telephone calls, draft correspondence and department
memoranda, prepare wavel and expense reconciliation, etc.

Coordinate various events, including the annual 500 attendee “Doing Business With GOAA”. As
appropriate for each event, may: establish timelines and monitor progress for space reservation,
invitations and RSVP’s, advertising, badges, table signs and directional signage, room layout,
competitions with trophies and awards, refreshments, volunteers, audio equipment, parking, clean
up and take-down, post event thank you’s and give-aways. Research, order, prepare and
troubleshoot items (badges, give-aways, thank-you’s, printing, graphics, etc.). Coordinate the
permitting required for some events.

Maintain agreement and certification records for all companies, establishing as appropriate in
ECM, per state and federal regulations. Serve as department records retention coordinator.
Maintain department DBE Manager database, including setting up new companies, preparing
reports, and making changes as appropriate.

Assist with the certification process. Receive and review new submittals via email or delivered in
person; log into spreadsheet and system as appropriate based on type and new/renewal status; flag
missing items/information for the Certification Specialist. Provide management with
documentation of company certification by searching City and State websites.

Run reports to track expiring documents, send notices at 60 and 45 days. Follow up extensive
returned mail receipts to determine why they were not delivered.

Assist during budget process and monitors O&M budget. Process departmental invoices for
payments, prepare requisitions for equipment/services, prepare purchase requisitions on Oracle
Systems.

Prepare payroll and related reports for department employees, including but not limited to leave
requests, short term disability, and long term disability.

Serve as department representative for fixed assets and capital equipment inventory.

Prepare and track policy and procedure updates.

Serve as back-up for building receptionist.

Complete special projects and perform other duties as assigned.



EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in business or a related area and two (2) years of administrative support experience, or
an equivalent combination of education, training and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Excellent customer service skills, demonstrated ability to exercise courtesy and diplomacy
Written and verbal communication abilities

Advanced computer skills, proficient with Microsoft Word, Excel, Outlook and PowerPoint.
Familiarity with Oracle desirable.

Secretarial skills including S0 wpm typing and Dictaphone proficiency

Able to work independently

Excellent attention to detail

Excellent organizational skills

LICENSES/ CERTIFICATIONS REQUIRED:

. Vaiid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
s None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include eiamples of situations where this
position might exercise independent judgment and make decisions.)

» Exercises considerable independence, under general supervision
e Makes independent decisions in accordance with established guidelines/procedures

APPROVAL SIGNATURES:
%//M,ﬂc@&/ Wv 551/ /
Imme iate Supervisor (Department Director) Date

5.29- 14

Chief Operating Officer™ Date

@VZ\(\X\M T &5\/;\ (o>~ Y

Stor of Huméan Resources Date




Job Description Supplement
Physical Requirements and Working Conditions

Position Title Senior Administrative Assistant Date May 25, 2014
Department Small Business Development Section: 008

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

: Frequency Importance

Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at ali
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting X 3
Lifting A.___0-201bs. X 2
B._ 21-501bs. X 2
C.__ 50+ Ibs. 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
Tyning/CRT (attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3




EIL1g | ‘ 120130 Suieiado JorD \ e Q&uo@ﬁﬁoﬁ.ﬂ%@ Hoﬂioaswgcog

A i S L x 6l T

sjuaunuo)) Iostaladng
£ . X (19 ey ‘Ietdos “Jemnduros) juetudmba sojo eisUaD
£ X sa1omRA [00d YYOD AR
3Ly ywamdinbyg 10 sapIIA
adueyrodumy aleyq 1:0 0 AR T yuanbalyy juanboi g Atap juejsuoy supesadQ/3ul10)IUOIA]
. =Te)
T X SSTON SAISSR0XH
I X Sealy pauguo) ‘sIySIeH
I X §30050]
1 X S[eamayy)
1 X SOTN,] SNOIXON
1 X I A\ oWwanxg
2ouejsoduy aleyg [BUOISERQ juanbasg TETLEYE FEETY JUE)SUO)) SHONIPUO0)) JUDjIoA
(4ep oy g 1od moy | e $87) 94670 - ey
. (&ep moy g 1od smoY Z-1) %0Z-9- [eUOISEII0)
ITe Je peuuioliad jou Jo pauSisseal oq Aot {[BoNLID) 10N - | (Aep moq g 1od smoy t-7/1 Z) %05-1Z - Juanbory
Aem 12410 Swos uf pauLopiad 3q e jnq ‘preproduy - (Aep moy g 1ad smoY 9-7/T +) %0816 - jwonbarg A19A
Aem Ioo A qUuop oq 1,Ueo qof Jo wed [eonL) - € (Aep mof g 1od aJour 1o smoyf 7/ ) 2408 Ty IO - JUB)ISTOD)
aouepodu] Asuanbor

"SUCHIPU0S SUDLIOM 911 aqLIdsap 0s[y 'qof moX Funnioprad U pIAJOATT oIk SSIIARSE [BYUSULTes1sAYd Jo pury Jegm ojou aseald ‘Moraq sa0eds o uT



JOB DESCRIPTION

Job Title: Senior Analyst, Parking Revenue Date: September 12, 2014
Department Parking Operations Grade/Level: Non-Exempt; .20
- Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Manager, Parking and Transportation Contracts

POSITION SUMMARY: Ensures that controls external to the Parking Revenue Control System (PRCS)
are in place and being enforced to capture all revenue. Analyzes the data provided by the Parking and
Ground Transportation Systems Auditor, the Parking Revenue Analyst, the parking operator’s daily and
quarterly audits, and the secondary audits. Defines, recommends and implements procedures to address
the control risks identified in the analysis of all parking data generated by the department and parking
operator. Provides management reports of the department’s revenue control performance, identified risks,
and recommended remedies.

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.

e Analyzes parking activity to determine risk exposure of parking revenue loss due to procedural
deficiencies, lack of compliance with revenue control processes, or other related factors.

e Identify reporting requirement changes based on risk exposure found in data generated by the
Parking and Ground Transportation Systems Auditor and parking audits.

e Analyze the data generated by the PRCS. Generate activity reports to analyze operator
performance and refer to the Parking and GT Systems Auditor any system performance issues
found during the audit.

e Monitor parking contractor’s adherence to approved policy and procedural standards in relation to
revenue collection

e Audit tickets (“secondary audits”) and review exceptions to be sure they are legitimate and have

been correctly processed and recorded. Determine the scope and sample size of each audit

Audit validations to ensure they are legitimate, and that GOAA has received appropriate payment

Participate in annual parking revenue and expense budget development

Complete daily audit of the license plate recognition systems

Performs trending analysis

Work closely with the Parking and GT Systems Auditor in researching discrepancies and with the

Manager, Systems Construction in system testing and reconciling reports.

Trains and may assist the Analyst, Parking Revenue at times

e Develop and maintain management and departmental reports, including Historical OIA Parking
statistics.

e Primary contact for parking revenue, contractor budgetary issues and invoice processing
Perform financial analysis and audit functions

e Perform other duties as assigned



EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in Accounting and/or Business, and three (3) years experience in accounting and system
auditing or an equivalent combination of education, training and experience. Experience specific to
parking finance and system reporting (PRCS in particular) is strongly desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
¢ Computer skills — proficient in Microsoft Word and Excel
e Thorough understanding of PRCS system reporting, determining which data fields should be used
in various studies
e Knowledge/understanding of Parking Revenue Control Systems
e Strong analytical skills and attention to detail
o Effective communications skills, both verbal and written
¢ Demonstrated leadership skills

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
s None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situation where this position
might exercise independent judgment and make decisions.)

¢ Judgment used to analyze variety of data and assess risk/possibility of revenue loss; develop and
recommend remedies

o Works independently under general supervision

¢ Makes independent decisions based on established policy

APPROVAL SIGNATURES:

Y 12/

I@d{ate Su[/;»érvisor y te

M - O 2eode/ s

Departinent Director Date

(W @mx—ek Q-aM-1Y4

irector j( Hum:in Resources Date
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JOB DESCRIPTION

Job Title: Senior Facility Assets Coordinator Date: June 12, 2012 Level:
Department: ~ Maintenance Non-exempt; 1.20

Title of Immediate Supervisor: Manager, Facility Assets Rotating Shif'ts: No

Shift Premium; No

POSITION SUMMARY: Develop and maintain the high end System responsibilities of the
Centralized Maintenance Management System (CMMS). Support the day-to-day operations of
this system and its users. Operates under the objectives of the Asset Management Program
(AMP) which will support maintenance functions and assets management functions at
Orlando International Airport, Orlando Executive Airport and the Hyatt Hotel.

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. '

e Establish multiple job plans and preventive maintenance schedules for each major asset
type. These plans must address the goals and objectives of the Facility Department
Management.

¢ Build and maintain the Rotating Assets Structures of approximately thirteen individual
storeroom inventories that will support the CMMS..

e System expert for the Asset Management System software in the areas of master file and
transaction file record creation and record maintenance. Train others as needed in the use
and operation of the new CMMS.

e Generate system designed reports for end users and asset managers.

e Support the in-house warranty claims process.

e Develop and maintain the Item Assembly Structures for all major assets in the CMMS.

e Analyze, identify and resolve problems in the CMMS error codes.

e Prepare inspection criteria (both in-house and contractor-developed) for distribution to
the asset inspections.

e Tabulate scores and condition assessments for the purpose of input into the CMMS.

e Perform other duties as assigned.



EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in Business, Administrative Management, or a related field and five (5) years
CMMS related experience, or an equivalent combination of training, education, and experience.
CMMS experience at a major airport and/or experience with Maximo software preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Demonstrated ability to thoroughly understand and operate the IBM CMMS by Maximo.
Exceptional ability to pay attention to detail and meet deadlines.

Demonstrated ability to analyze, plan and coordinate complex projects.

Excellent communication skills, both oral and written. '

Basic computer skills to include spreadsheets, project management software database,
and presentation software.

LICENSES/CERTIFICATIONS REQUIRED:

e Valid State of Florida driver's licensée

SUPERVISORY RESPONSIBILITIES:

¢ None

LATITUDE AND/OR INDEPENDENT JUDGMENT: _'(Iﬁclude examples of situations where
this position might exercise independent judgment and make decisions.)

e Works independently under moderate supervision, exercising considerable judgment and

discretion.
¢ Establish priorities to maximize productivity and efficiency.

APPROVAL SIGNATURES:
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=" GREATER ORLANDO AVIATION AUTHORITY
i e Job Description
Senior Human Resources Genéralist - Recruiting
Depaitment: Human Resources Date: December 31, 2019

Title of Immediate Supervisor: Senior Manager, Human Resources Pay Level: L23
_—
POSITION SUMMARY: Provide development, coordination, analysis and support for Human Resources activities in the
following functional areas as assigned. benefits administration, employee relations, training, performance management,
recruitment/employment, onboarding, compensation, and HRIS. Perform other related duties as assigned.

DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the
following representative duties and responsibifities. Dufies and responsibilities such as regular affendance at the job are not routinely listed in job
descriptions, buf are also an essenfial function. Essential duties and responsibilities may include, but are nof limifed to, the following:

+ Monitor and lead the daily recruitment operations of the Human Resources office. Perform professional level HR
related duties in HR functional area as assigned. Mentor, train and provide leadership support to the Human
Resources Generalist staff.

« Communicate with supervisors and department managers to discuss recruitment needs and establish expectations-
and timeframes for the employment and selection process. Develop and recommend appropriate recruitment
strategies to address the hiring department needs regarding timeframes and quality of applicants.

+ Evaluate candidates’ qualifications and assist the department to identify the most qualified for interview. Modify
standard selection criteria and interview questions as needed, and assist the department with the interview process.

+ Maintain timely communications with department management regarding the status of recruitment and the selection
process.

Develop and coordinate effective sources for advertising and recruitment marketing materials.
Participate on assigned interview panels, record and evaluate candidates’ education, experience, training, skills,
etc. and work with the panel to make recommendations.

» Schedule interviews; process offer letters; make job offers and coordinate background investigations. Prepare new
employee paperwork. Plan, prepare and conduct new employee orientation.

+ Maintain assigned recruiting related logs in a timely manner (19, applicant tracking, etc.). Maintain all pertinent
applicant and interview data in the Talent Management System (CSOD).

Assist in the review, updates, and development of job descriptions to reflect current duties and responsibilities
Assist in the review, testing and implementation of CSOD upgrades and patches. Collaborate with functional and
technical staff to coordinate application of upgrade or fix.

« Maintain awareness of current frends in HRIS with a focus on recruitment process product and service,
development, delivery and support, and applying key technologies. Examine trends in information systems training,
materials and techniques.

+ Assist the HR Employee Relations function as follows: update and maintain logs and personnel folders with
executed actions; participate in investigations as assigned; research and compile information to support
investigations; and draft responses to complaints (EEOC, FCHR, efc.).

¢ Assist the HR Training function as follows: identify training and organizational development needs through job
analysis, performance appraisal and consultation with employee and/or the department; design, deliver and
coordinate training programs based on organization and individual needs; develop an evaluation model o measure
effectiveness of training including application of content and behavioral changes; identify core job competencies for
the development of an organizational succession plan; and assist with the creation and/or delivery of e-learning
packages.

» Maintain up-to-date knowledge of related policies, procedures, and employment law, and verify all are followed
throughout the process.

+ Perform other duties as assigned.




MINIMUM QUALIFICATIONS:

Bachelor degree in Human Resource Management or a related field, and four {4) years of Human Resources work
experience in multiple functions such as benefits administration, employee relations, training, performance management,
recruitment/employment, onboarding, compensation and HRIS or an equivalent combination of education, training, and
experience. Leadership experience preferred.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

o (General knowledge and understanding of Human Resources policies and procedures, and employment law

o Excellent oral and written communication skills; strong presentation skills — ability to communicate effectively in
English; mutii-ingual skills preferred

+ (Good computer skills; able to work effectively in Microsoft Word, Excel, and Qutlook required; knowledge of Talent

Management System, and Applicant Tracking Systems (ATS) preferred

Exhibit an understanding of e-learning techniques

Ability to conduct different types of interviews and assessments

Requires high degree of attention fo detail

Organizational skills to effectively prioritize work, multi-task and meet deadlines

Demonstrated ability to work with confidential and sensitive information

General knowledge of instructional and content design

Ability to maintain professionalism and diplomacy at all times while interacting with the public and Aviation Authority

management and employees

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

¢ None

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (include examples of situations where this position

miaht position miant exercise independent and make decisions)

o Work independently under limited supervision and general direction, exercising a high level of independent
judgment and discretion. May interpret and applies contracts, policies, laws

e Although procedures and most documents are standardized, judgment is required when falking to and evaluating
applicants, when completing background investigations, and during the recruitment, inferview and selection
processes

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 fo limit any of the duties, responsibifities or activities that may be required of the employee who is employed in the
position. Other duties, responsibilifies or activities may be assigned or may change af any time with or without notice. The Authorty reserves the
discretion to revise this Job Description af any fime.

APPROVAL SIGNATURES: W
==/ L o

lffricdiate Supervisor /7 ADae Sr. Diredtor, HR & Risk Management- Date

FLSA: Exempt Shift Premium: N/A
EEQ Category: Professionals Rotating Shift: N/A
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Physical Requirements and Working Conditions

Senior Human Resources Generalist

Department: Human Resources _ Date: December 31, 2019

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; Maore than 80% (6 1/2 hours or more per 8 hour day} 3 - Critical part of Job; can't be done any other way
Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% {1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent | Frequent | Occasional | Rare Importance
Standing X 2
Walking X
Sitting X
Lifting: 0-201bs
20-501bs
51+ Ibs
Bending/Stooping
Pushing, Pulling and/or Digging
Reaching over head
Kneeling, Crawling
Climbing (ladders, stairs, hills)
Typing/CRT (attention to detail) ] X
Speaking & Hearing X
Detailed Inspection/Reading/Editing X
Writing X
Other

0| | | e | e e

O W [ W (AN A e R W N

Working Conditions . Constant | Veery Frequent | Frequent | Occasional | Rare Importance
Extreme Weather X 1
Noxious Fumes
Chemicals
Insects
Heights, Confined Areas
Excessive Noise
Other

AR A A
[EY FE Y i N

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:

N 1/10/5?020
MM/ v/ Date

()ﬂ_ (] l (Lear— tl/oIﬁO

Human Resodrces-- Compensation Date

















































JOB DESCRIPTION

Job Title: Senior Production Technician Date: February 16, 2015

Department: Public Affairs Grade/Level: Non-Exempt; [.20
Rotating Shifts: No

Title of Immediate Supervisor: Manager, Public Affairs Shift Premium: No

POSITION SUMMARY: Coordinate, develop and provide expertise on audio, video and display systems setups.
Monitor and maintain technical systems operation for public presentation and media productions handled through
the Public Affairs Department. Provide AV support for GOAA special events. Provide AV technical support on
and off property for public presentation and briefings. Provide technical and production support to ensure
creatively and technically sound Board meeting presentatlons As the Senior Technician, provide guidance and
_J§§lslam&to the Production Technician. ___"""

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 to preclude management from
assigning specific duties not listed if such duties are a logical assignment to the position.

¢ Provide the required level of support for GOAA audio, video and other technical systems presentations and
productions handled through the Public Affairs department. Support may include analysis and planning;
set-up; wiring/cabling; operating equipment; developing PowerPoint, DVD’s, CD’s, digital media, etc.;
taking down following event; or providing advice and technical assistance. Support often includes
____overseeing maintenance crews assigned to a project, and the completion of related work orders. Determine

specifications and advise management of equipment, personnel and supplies required for each
presentation/production,

Provide technical and creative support to ensure excellent Board meeting presentations. Integrate
presentations from various sources; evaluate and make recommendations to ensure best use of media and
equipment. Confirm that all equipment is working at peak efficiency.

e Coordinate acquisition and transportation of needed equipment to ensure on-time production, both on- and
off-airport property

Provide a variety of technical assistance for community events, airlines and community/business partners,
film/production crews, and occasional community service assignments

Set up rooms and equipment for Sunshine meetings in accordance with legal requirements

Photograph or produce digital/video recording of GOAA announcements and events.

Develop PowerPoint presentations for GOAA Board members and Executive staff as requested, and often
accompany them to ensure the presentation is technically sound on the equipment provided.

Prepare video and audio editing and reproduction.

Oversee quality, quantity and timeliness of work performed by the Production Technician; ensure

compliance with established policy, procedure and standards. Advise management of areas of concern.

Establish and maintain an inventory of all Public Relations audio/video equipment and supplies. Develop
and maintain department’s extensive media archive, researching and recommending the most effective and
efficient storage methods.

Advise management of areas of concern and equipment upgrade recommendations.

Provide for safety and security of work area.

Perform other duties as assigned



EDUCATION /EXPERIENCE REQUIREMENTS:

Associate degree in electronics and five (5) years experience to include both technical and production work in the
operation of systems related to sound reinforcement, video and audio production and control, and professional
entertainment presentation systems; or an equivalent combination of education, training and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

* Ability to problem-solve in a demanding environment, establish priorities, and efficiently plan work to meet
deadlines

* Demonstrated understanding of the workings of analog, electronic and digital media

* Demonstrated ability to discern the compatibility of different forms of electronic equipment and digital
media

¢ Creative skills to assist with media productions and video/photography

skills:-toreffectively-provide-oversight-and-direction tosthe Production Fechnician——

LICENSES/CERTIFICATIONS REQUIRED:
o Valid Florida drivers license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ Works independently under moderate supervision, exercising considerable judgment and discretion

* Responsible for extensive technical systems and equipment

* Must use good judgement in providing support equipment and systems that will enhance the presentation of
GOAA programs to the public

* Coordinate closely with departmental scheduling to ensure timely response

* Make routine decisions related to prioritizing support requests and department response

APPROVAL SIGNATURES:

y ﬁ/ e
Immediaté -Slﬁ)é'f;risor Date

,/ N_— 2 Feb
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Date
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Job Description S pplement
Physical Requirements and Working Conc ifions

Position Title Senior Production Technicign
Department Public Affairs

In the spaces below, please note what kind of physical mental activities are involved in performing yow; jo

Date February 16,2015
Secti 021

b .Also describe the working conditions.

of Job; can't be done any other way

1-Not Cr ical; may be reassigned or not performed at all

Rare

Importance

3

N W W NN W W W W W N Ww

Frequency } Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3- Critica] paz '
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2- Importfmt. '1 " lt may be performed in some other way
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) }
|
. [ 1 :LL .
Physical Effort Constant Very Freanent Frequent O' casional
‘ |
Standing X | |
Walking X ‘
Sitting X ‘
Lifting A.  0-20Ibs. X
B. 21-50 Ibs. X
C. 50+ 1bs. X
Bending/Stooping X
Pushing, Pulling, and/or Digging X
Reaching over Head X
Kneeling, Crawling ‘ X
Climbing (ladders, stairs, hills) X
Typing/CRT (attention to detail) X
Speaking & Hearing \ X
Detailed Inspection/Reading/Editing X
Writing | X |

Other
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JOB DESCRIPTION

Job Title: Senior Revenue Control Specialist | Date: May 19,2017

Department: Finance Grade/Level: Non-Exempt; L20

Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Supervisor, Revenue Control

POSITION SUMMARY: Responsible for invoicing and collection of revenue for the Authority in
accordance with internal controls procedures, policies and agreements; monitoring and balancing
receivable accounts; preparing monthly revenue accruals; preparing monthly sales, federal excise and
municipal utilities tax returns; compiling, reconciling, and recording parking revenue activity.

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

Coordinate with Commercial Properties, Concessions and other departments to facilitate invoicing
of revenue :

Generate and review monthly rent invoices entered into the system by Commercial Properties,
Concessions and other departments

Generate invoices on a monthly basis for activity based and other miscellaneous revenues on a
timely basis

Monitor and balance receivables, maintain spreadsheet schedules, prepare direct pay requests and
make adjustments to accounts receivable (AR) and general ledger (GL), as necessary, usually via
journal entries

Contact delinquent customers to resolve issues and to collect payments

Document all collection efforts and work with other departments on resolving billing discrepancies
Prepare monthly sales tax, gross receipts tax, excise tax and municipal utilities tax returns

Work with other departments to provide any information requested in the way of performance
statistics, current status, and problem solving

Generate reports from the Authority’s accounting system to support invoices and collection of
revenue and/or provide information to the general public

Prepare monthly revenue accruals.

Compile, summarize and analyze parking revenue activity and record related transactions to GL
Cross train in all areas of AR in case of emergency, provide guidance and assist in training
Prepare year-end schedules and assist internal and external auditors as needed

Assist with the preparation of month-end and year-end schedules

Assist with financial system application testing as needed and troubleshoot system error and issues
Understand and follow the Authority’s policies and procedures and the internal control designated
for the Revenue Control Department

Update departmental procedures and internal controls as required

Perform other duties as assigned




EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor of Science or Bachelor of Business Administration degree in Accounting, or similar degree
and two (2) years of related work experience, or an equivalent combination of education, training and
experience. Collection experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

» Must be familiar with computerized general ledger and accounts receivable accounting systems

o Extensive analytical skills

o Lxtensive knowledge of MS Office or similar software

» Ability to handle multiple responsibilities in various financial areas

e Ability to understand and carry out complex oral and written instructions

» Ability to communicate clearly and effectively, orally and in writing

e Ability to establish and maintain effective working relationships with employees, vendors, and
the general public; deal tactfully and courteously with employees and the general public

e Meticulous attention to detail

e Must possess a solid understanding of basic accounting concepts, practices and procedures

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver’s license or identification card

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e None

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

s  Work independently under moderate supervision, exercising considerable judgment and
discretion

® Prioritize daily and monthly work

e Utilize contractual framework to perform collection efforts in accordance with Authority policy
and procedures

¢ Determine matters that are outside the normal policy and general office routines that must be
referred to the supervisor

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Service Desk Technician Date: March 23, 2015
Department: Information Systems Grade/Level: Non-exempt; L.17

Title of Immediate Supervisor: Assistant Manager, User Services

POSITION SUMMARY:: Performs high level diagnostics and repairs on failed computer
equipment. Replaces or repairs faulty system components as designated by Assistant Manager,
User Services. Installs and configures a variety of software on workstations used throughout the
Authority.

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.

e Performs preventative and regular maintenance on personal computers, peripherals and
other equipment as required.

e Performs installation, configuration, relocation and support of the Authority’s computer
equipment and workstation software.

e Responsible for the timely completion of assigned work orders.

e Maintains an on-hand inventory of computer related parts and supplies for repairs and
upgrades.

e Receives user helpdesk calls, documents user’s requests, and provides telephone
assistance for troubleshooting, installation and configuration of the Authority’s
computers and software.

e Performs other duties as required.

EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in Computer Science or related field or an equivalent in-depth, specialized
combination of education, training and experience in Information Systems required, and three (3)
years experience in computer technical support in a PC network environment, or an equivalent
combination of education, training and experience.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of MS Windows and Windows based software required.

Thorough knowledge of computer hardware diagnostics and repair required.

Must possess excellent verbal and written skills.,

Must be a self-motivated individual who can perform with minimal direction, using

sound judgment and creativity in solving highly complex technical problems.

e Must possess the ability to work in a stressful environment and use professmnal etiquette
when dealing with Authority personnel and outside vendors.

LICENSES/CERTIFICATIONS REQUIRED:

o Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES:

+ None

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

Independent judgment for technical issues is critical and required routinely on a daily basis.
Ability to alter work schedule to include weekends if necessary. Provides coverage for, performs
duties necessary to assure the Authority’s normal operating schedule.

APPROVAL SIGNATURES:
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Position Questionnaire - Supplement
Physical Requirements and Working Conditions

Position Title: Service Desk Technician Date: March 23, 2015
Department: Information Technology Section: 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 Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Verv Frequent Frequent Occasional Rare Importance

Standing ' X 3
Walking X 3
Sitting X 3
Lifting A.__0-201bs. X 3

B. __21-50 1bs. X 3

C.__ 50+ Ibs. X 3
Bending/Stooping X 3
Pushing, Puiling, and/or Digging X 2
Reaching over Head X 2
Kneeling, Crawling I 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
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JOB DESCRIPTION
Job Title: Small Business Compliance Administrator Date: November 27,2017
Department: Small Business Development Grade/Level: Exempt; 1.23

Title of Immediate Supervisor: Manager, Small Business Development

POSITION SUMMARY: Coordinate the preparation, review and processing of contracts and agreements for
assigned programs so that appropriate goals and methods are established (MWBE/LDB/SDVOBE/ACDBE).
Responsible for compliance reviews and confirming that contractors meet project participation goals. Monitor
payment compliance. Maintain accurate information for regulatory compliance reporting,

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 analyses and studies to determine contract compliance of assigned prime and sub-consultants.
Review findings with the Manager. Analyze Good Faith Efforts, notify Manager or Director of noted
compliance issues, and coordinate with legal counsel as needed within established parameters.

¢ Draft goal language for RFPs and contracts to fit the business opportunity, confirm appropriate
representation of MWBE, LDB, SDVOBE, or ACDBE enterprises, suggest alternative contract
requirements to maximize small business participation. May participate in fact-based contract
negotiations.
Analyze assigned bids and proposals; establish participation goals in compliance with policy
requirements/program goals.

¢ Work with Concessions, Purchasing and other departments as assigned during the preparation or review
and processing of contract documents, ensuring appropriate representation of MWBE, LDB, SDVOBE,
or ACDBE enterprises

» Develop and maintain methods to track awards and accomplishments. Track payment information
submitted by Primes and confirm it matches sub-consultant figures; investigate and resolve
discrepancies; resolve conflicts or challenges between prime contractors and small business
subcontractors. Maintain project tracking reports, which will provide information for compliance
reports.

e Reccive, evaluate and report revenue reports from Prime, concessionaires and car rental and non-car
rental revenues as applicable.

¢ Perform site visits to monitor project participation, contract compliance and certification compliance;
conduct interviews as necessary; may discuss deficiencies with Prime

e Plan, organize and conduct specialized tours, briefings and formal presentations related to the Small
Business Program as required. Audience may include Authority staff, Authority Board Members,
committees, individuals, or outside groups who are visiting or working on the GOAA properties.

¢ Attend pre-bid, pre-submittal, Professional Services Committee and other meetings to address Small
Business issues

¢ Participate in outreach efforts to identify new business opportunities for small business participation;
provide assistance as requested to minority, women’s, local and disadvantaged business enterprises

¢ Perform other related duties as assigned




K]

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in a Purchasing or Business related field and three (3) years of work experience related to
Small Business goal setting and compliance, contract monitoring and compliance, auditing, procurement, or an
equivalent combination of education, training, and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Knowledge of contract development and negotiation principles and practices; knowledge of contract
specification writing; ability to read and interpret contract and solicitation documents
Proficient in Word, Excel and PowerPoint
Working knowledge of Federal, State and Local policies related to MWBE, LDB, SDVOBE and/or
ACDBE small business programs

* Demonstrates professionalism and leadership; strong communication skills; ability to interact with
Authority staff, contractors, small businesses, and representatives of government/regulatory agencies
Ability to manage multiple projects effectively
Excellent attention to detail

LICENSES/ CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

¢ Works very independently with little supervision. High level of initiative and judgment.
» Identifies complex compliance or other contractual issues and acts proactively to find solutions

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title:  Supervisor, Access Control : Date: April 5, 2017

Department:  Security — Access Control Grade/Level: [.21; Non-Exempt

Rotating Shifts: No

Title of Immediate Supervisor: Assistant Manager, Access Control Shift Premium: No

POSITION SUMMARY: Responsible for the daily operation of the Access Control customer service functions,
and the supervision of the Access Control Technician staff. Administer all aspects of issuing identification
badges to airport employees in accordance with federal regulatlons

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

Oversee the daily activities of the Access Control Office, assigning staff as needed to facilitate an efficient
operation and excellent customer service. Expedite the proper issuance of identification badges.

Supervise the Access Control Technicians to include training, assigning work, monitoring use of overtime,
assessing work results, controlling costs, evaluating performance, and administering discipline as needed
Participate in the interview and selection process, with recomniendations given significant weight

Respond to non-routine questions

Oversee processes so that the quality and quantity of work, costs and methods, and other department activity
comply with established policies, procedures and regulatory requirements

Daily interaction with tenants and company representatives regarding access control matters

Serve as department Records Management Coordinator; maintain current knowledge of Florida’s record
management system and destruction schedules

Assist with the development and implementation of office and training procedures

May manage multiple projects with a wide variety of tasks, determining priorities,

Deal with customers and resolve issues within established procedures and guidelines

Ability to perform all duties and responsibilities of the Access Control Technicians and assist as needed during
peak times of operation

Perform other duties as assigned

EDUCATION AND EXPERIENCE REQUIREMENTS:

Associate degree in Business or Accounting and three (3) years of experience in customer service, recordkeeping,
clerical/administrative arcas and experience with compliance of rules and regulations or an equivalent
combination of education, training and experience. Access Control experience with the Aviation Authority
required. Supervisory experience preferred.




SPECIAL KNOWLEDGE, SKILL, OR ABILITIES:

Working knowledge of TSA regulations and security directives

Proficient in multiple computer applications such as Outlook, Word, Excel

Strong customer relations skills

Demonstrated ability to work effectively under time constraints and in stressful situations
Able to prioritize work to meet deadlines

Good oral and written communication skills in English; multilingual skills desired
Excellent organizational skills

Demonstrated leadership skills

* & 9 & 9 » & »

LICENSES OR CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
o Supervises approximately eight (8) employees

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

» Works independently, exercising considerable judgment
e Establishes priorities to maximize productivity and efficiency
o Makes decisions based on established policy
o Interprets and applies security policies in regard to access control applications
APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Accounts Payable Date: November 10, 2016

Department: Finance - Grade/Level: Exempt; 1.26

Title of Immediate Supervisor: Manager, Budget and Accounts Payable

POSITION SUMMARY: Supervise the Accounts Payable, Procurement Card, and Travel sections of the
Finance Department, including verification of items for payment; compliance with policies and procedures; and
departmental budgets. Assist with the preparation of month-end and year-end schedules and the
Comprehensive Annual Financial Report. Responsible for the development of internal controls.

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.

¢ Supervise accounts payable process to ensure adherence to the Authority’s policies and procedures and that
internal controls are designed and operate effectively to prevent or detect and correct misstatements on a
timely basis and safeguard the assets of the Authority.

¢ Review and monitor processing of approved items for payment in an accurate and timely manner in
compliance with GOAA procedures, verifying proper supporting documentation, competitive bidding on
purchases, available funding and prior approval by authorized department designee. Ensure proper recording
and reporting of approved expenditures and related liabilities. Analyze expenditures for budgetary issues

* Review reports generated by the Accounts Payable department for reconciliation, journal entry recording,
monitoring and reporting purposes. Review reconciliation of Accounts Payable to the General Ledger.
Perform analysis of various general ledger accounts and insure that any reconciling items are resolved
timely.

» Provide high level of customer service and guidance to internal/external customers to ensure compliance
with policies and procedures related to Purchasing, Travel and Procurement Cards and that the Authority’s

- objectives are accomplished ‘

s Review and monitor procurement card purchases and recording of transactions. Ensure that policies and
procedures related to the program are operating effectively.

e Assist with the preparation of month-end schedules, annual schedules for the Comprehensive Annual
Financial Report, and the annual budget.

e Supervise year-end Accounts Payable process including preparation of 1099 for vendors.

e Supervise accounts payable staff. Assign work; monitor hours of work and authorize time sheets; oversee
quality, quantity and timeliness of work performed; ensure 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

o Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:
Bachelor degree in Accounting or related field and five (5) years professional accounting experience, or an
equivalent combination of education, training and experience. Supervisory experience required. Accounts

Payable experience preferred.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

o Must possess strong interpersonal and supervisory skills

o Strong technical accounting skills

Extensive knowledge of Microsoft Applications including Word Excel or similar spreadsheet software
required

Must be familiar with computerlzed accounting systems; experience with Oracle preferred

Ability to handle multiple responsibilities with various financial areas

Ability to understand and carry out complex oral and written instructions

Ability to deal tactfully and courteously with employees and the general public

Ability to communicate clearly and effectively, orally and in writing

Ability to establish and maintain effective working relationships with employees, vendors, and the
general public

LICENSES/CERTIFICATIONS REQUIRED:

e A valid State of Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

» Supervises approximately four (4) employees

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Inclitde examples of situations where this position
might exercise independent judgment and make decisions.)

Judgment used for management, administrative and accounting responsibilities

All aspects of Policy and Procedure interpretations.

Works very independently with little supervision and general direction

Coordinate decisions affecting other GOAA departments with appropriate department management

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Airfield and Grounds Date: September 22, 2017
Department: Maintenance Grade/Level: Non-exempt; L23
Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Manager, Airfield and Grounds

POSITION SUMMARY: Supervise the Airficld and Grounds Shop at Orlando International Airport
(OIA) responsible for the maintenance and repairs of the airport’s airfield pavement and grounds,
airport roads, storm conveyance systems, mowing operations and heavy equipment operations.
Schedule daily work orders, monitor and supervise worksites, establish and maintain proficiency
training for employees on assigned equipment.

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 to
preclude management from assigning specific duties not listed if such duties are a logical assignment
to the position.

¢ Plan, schedule, organize, and supervise the daily operations of the OIA Airfield and Grounds
Shop.

e Supervise employees in assigned area. Assign work; monitor hours of work and authorize time
sheets; oversee quality, quantity and timeliness of work performed; ensure 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.

*  Confirm all work by shop personnel and contractors meets established safety standards and
complies with all federal, state, and local codes.

» Confirm adherence to established quality control standards and preventive maintenance programs
by shop personnel and contractors.

¢ Maintain staff compliance with FAA and Security regulations while operating in the Air

Operations Area (AQA).

Maintain an inventory of shop stock, repair parts, and spare equipment and tracks expenditures.

Read diagrams, schematics, and specifications.

Assist with generating scopes of work and specifications for equipment, systems, and services.

Remain current on all GOAA emergency response procedures and coordinate proper response as

required.

Establish & maintain records and reports appropriate to area of responsibility.

Investigate problems and recommend solutions in area of responsibility.

May attend meetings on behalf of the Manager.

Develop and monitor annual budgetary requirements as assigned.

Perform other duties as assigned.




EDUCATION/EXPERIENCE REQUIREMENTS:

High school graduate and five (5) years experience operating various equipment up to and including
specialized heavy construction and lift equipment, or an equivalent combination of education,
experience and training. Supervisory experience and/or experience in airfield and grounds preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Must have ability to troubleshoot various types of storm water conveyance systems.

¢ Knowledge of maintenance practices as they relate to the responsibilities listed in this job
description.

e Knowledge of various types of asphalt and concrete mixes and applications.

o Demonstrated strong leadership skills.

» A thorough working knowledge of Federal Aviation Regulation (F AR) 139 parameters
regarding airfields and the maintenance thereof.

» Knowledge of the Federal Aviation Administration (FAA) Advisory Circular 150 Series

¢ Basic knowledge of Word, Excel, and Outlook

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida Class A or B Commercial Driver’s License
e Tanker endorsement and Air Brakes designation
e Restricted chemical license required within one year of employment in this position

SUPERVISORY RESPONSIBILITIES
Supervises up to approximately twenty five (25) employees who are governed by a bargaining unit
contract.

LATITUDE AND/OR INDEPENDENT JUDGMENT:
e Works independently under moderate supervision, exercising considerable judgment and

discretion
APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Airfield Electrical Date: August 14, 2017

Department: Maintenance Grade/Level: Non-exempt; [.24
' Rotating Shifts: No
Shift Premium: No
Title of Immediate Supervisor: Manager, Electrical Systems

POSITION SUMMARY: Supervise the Airfield Electrical Shops at Orlando International Airport (OIA)
and Orlando Executive Airport (OEA) in the operation and maintenance of all airfield, exterior electrical
power distribution and lighting systems, and equipment associated with Aviation Authority buildings and
structures.

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.

¢ Plan, organize, and supervise the daily operations of OIA and OEA Airfield Electrical Shops.

¢ Remain current with state-of-the-art electronic systems and components, to include reading and
interpreting schematics.

* Monitor contracts and contractors to ensure tiniely compliance with the contract requirements and
electrical standards.

* Assist in the development scope of work for contractors, and contracts.

* Accurately read diagrams, schematics, specifications and generate scopes and specifications for
equipment, services and systems. ,

¢ Confirm all work by shop personnel and contractors meets established safety standards and complies with
all federal, state and local codes.

* Confirm adherence to established quality control standards and preventive maintenance programs by shop
personnel and contractors. '

¢ Establish and maintain the necessary records and reports to ensure product and equipment reliability.

¢ Remain current and maintain compliance with all electrical codes, maintenance practices, OSHA

regulations, FAA and NFPA 70E standard regarding safety, electrical power, lighting, and security

requirements in areas of responsibility.

Remain current on all GOAA emergency response procedures and ensuring proper response as required.

Establish and maintain records and reports appropriate to area of resporisibility.

Investigate problems and develop solutions in area of responsibility.

Maintain accurate and timely maintenance records, and payroll reporting functions and perform

administrative duties as required. .

Develop and monitor annual budgetary requirements.

Develop and organize training for OIA and OEA Airfield Electrical Shops.

Maintain an inventory of shop stock, repair parts, and spare equipment; track expenditures.

Supervise employees in assigned area. Assign work; monitor hours of work and authorize time sheets;

oversee quality, quantity and timeliness of work performed, 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.

o Perform other duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate or equivalency diploma and five (5) years experience in a combination of trouble
shooting and repair of motor controls, high voltage electrical systems in excess of 600 volts, airfield lighting,
power systems, and associated electrical equipment, or an equivalent combination of education, training and
experience, Supervisory experience preferred. Associate degree in electrical related field desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Knowledge of airfield lighting

* Knowledge of computer systems
e Knowledge of electrical codes, OSIHIA, FAA regulations and NFPA 70E standard

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida Driver License

e Current Journeyman Electrician competency card recognized by the State of Florida
» Master Electrician competency card desirable

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

Supervises approximately thirteen (13) employees

LATITUDE AND/OR INDEPENDENT JUDGMENT: ([nclude examples of situations where this position
might exercise independent judgment and make decisions.)

e Works independently under moderate supervision, exercising considerable judgment and discretion.

» Interprets and applies contracts, policies, and procedures,
» Establishes priorities to maximize productivity and efficiency.
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JOB DESCRIPTION

Job Title: Supervisor, Airport Scheduling & Billing Date: October 30, 2017
Department: Terminal Operations, Airline Division Grade/Level: Non-Exempt; L24
Rotating Shift: No
Shift Premium: No

Title of Immediate Supervisor: Assistant Manager, Terminal Operations — Airline Division

POSITION SUMMARY: Responsible for the long-term scheduling for the common use facilities for maximum
and effective utilization of the facilities. Primary point of contact for domestic and international airlines providing
or proposing service to Orlando International Airport. Department administrator for the Resource Management
System (RMS). Collaborate with other Aviation Authority departments regarding facility usage.

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.

¢ Confirm scheduling compliance with a variety of regulatory agencies and the International Air Transport
Association (IATA) rules. Recommend and change scheduling operating standards, guidelines and regulations
as required.

e Prepare monthly statement of airlines usage of common use facilities and apply associated fees per agreement,
include backup documentation to support applied fees. Analyze to provide explanation for increase/decrease in
facility usage and/or fees. '

¢ Serve as a project manager, department liaison, and technical expert for the RMS system; recommend and lead
the evaluation and testing of major and minor application upgrades and enhancements, including leading and
assisting the end users with required functionality designs and testing for the Resource Management System
(RMS). Add, change, and update rules in RMS as needed, based on new or amended agreements.

» Use functional, business and technical knowledge to advise and assist end users in using the RMS system), assist
in troubleshooting, resolving application problems in a timely manner.

e Create and edit “what if”” scenarios and data forecast reports to assist with the planning and usage of facilities, to
evaluate the feasibility of accommodating potential airline schedules, the impact of relocating airlines and other
short- and long-term planning scenarios as requested.

e Coordinate the maintenance schedule for the common use gate equipment to minimize impact on airline
scheduling. Coordinate long-term scheduling of seasonal programs.

¢ [Establish and maintain an effective working relationship with the domestic and international airline carriers and
others within the Airport Community.

e Collaborate with other departments regarding facility usage (BHS, Atrfield Operations, etc.).

¢ Maintain up-to-date policies and procedures relating to the common use facilities and the RMS system.

¢ Evaluate impact of rate changes, make recommendations and implement approved changes to rates/charges,
policies and procedures.

¢ Coordinate with City, State and Federal Agencies, Airline Representative, Essential Service Operators, Tour
Operators and Skycaps, etc. as needed for charters, landing rights, Customs and Border Patrol issues, etc.

e Supervise employees in assigned area. Assign work; monitor hours of work and authorize time sheets; oversee
quality, quantity and timeliness of work performed; ensure compliance with established policy, procedure and
standards. Advise management of areas of concern and recommend solutions. Prepare and conduct
performance reviews; 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.

e Operate and maintain the MUFID & ARINC systems.

e Perform other duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:
» Bachelor degree in Management/related field, and three (3) years experience in airport/airline operations
related responsibilities, or an equivalent combination of education, training and experience. Gate
scheduling and airline/airport billing experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
* Demonstrated leadership and/or supervisory skills
Planning and organizational skills
Effective oral and written communications skills
Customer service skills
Ability to speak and understand English required, multi-lingual skills desired
Advanced Excel skills; Word and PowerPoint knowledge desired
Analytical skills required to compile and interpret airline and airport specific information
Must have excellent hearing, sight and ability to speak clearly, distinctly and effectively
Ability to establish and maintain positive working relationships with internal and external customers,
airport/airline personnel, fellow employees, and members of diverse cultural and linguistic backgrounds
Ability to oversee and administer RMS related technology
e Knowledge of IATA rules
e Understanding of rates and charges methodology

LICENSES/CERTIFICATIONS REQUIRED:
¢ Valid Florida Driver’s License

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
Approximately two (2) employees

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this position
might exercise independent judgment and make decisions.)
e Works independently under limited supervision and general direction, exercising a high level of independent
judgment and discretion
e Exercise independent judgment in technical issues, complete analysis weigh, conflicting data/priorities and
recommend actions
s Uses judgement to handle a variety of issues pertaining to the operation and use of the common facilities

APPROVAL SIGNATURES:
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= Job Description

——

Supervisor, Commercial Properties
Department: Commercial Properties Date: April 4, 2018
Title of Immediate: Senior Director, Concessions and Properties Pay Level: L24

.
POSITION SUMMARY: Supervise and perform contract analysis, financial analysis and systems analysis within the
Commercial Properties department, including but is not limited to, the interpretation, verification and recording of contract
terms and conditions; the forecasting, budgeting and reporting of revenues, expenses and key performance indicators; and
the testing, monitoring and assessment of the accuracy and proficiency of data management systems. Maintain the
Authority's Rates and Charges schedule document, and GIS/PROPworks interface table. Supervises employees
responsible for similar tasks and responsibilities. Oversight responsibility for the processing of airline commercial service
permits.

DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the
following representative duffes and responsibifities. Duties and responsibilities such as regular aftendance at the job are nof routinely listed in job
descriptions, but are also an essential function. Essential dufies and responsibilities may inciude, but are not limifed to, the following:

. Primary interface with various departments including Finance, FinApps IT and Planning to maintain consistency and
‘accuracy of department’s data systems; review and coordinate the department's end user acceptance testing for
system upgrades and customization requests; troubleshoot and resolve issues.

o Develop and disseminate complex custom reports in the lease management system and other database systems;
create and supervise the development of budget, revenue and/or activity reports to include information from
monthly concession reports from various aeronautical service operators, other departments and external
customers.

» Lead responsibility for revenue reporting and coordination of the annual update to the Rates and Charges schedule;
conduct rates and charges and other surveys as needed.

 Verify updates to the space interface module in the lease management system; accept or reject space changes and
coordinate resolution of issues; process loader and maintain holder agreements; review the planned use of the
spaces, assign spaces to their respective agreements, and administer timely billing.

e Create and enter data in to the lease management systems; coordinate the assignment of general ledger account
numbers with Finance; enter contractual changes and process adjustments in the lease management system and
other database systems.

¢ Develop and maintain the department's procedures and business practices as they relate to the lease management
system and other database systems; provide guidance and make sure procedures and business practices are
applied consistently and accurately.

Oversee new user and recurrent system training for staff.

Assist senior management in matters related to non-standard forms of agreements including coordination with legal
counsel regarding research, interpretation, preparation of lease summary and establishing/developing relevant
business rules for ongoing administration of agreements.

» Meet and/or correspond with existing and potential airline and service providers to determine needs. Perform,
supervise and provide guidance in the preparation of standard form permits, leases, amendments, renewals, and
associated documents; calculate fees and verify receipt of payment, insurance certificates and required documents
data entered in the system is timely and accurate.

s Supervise assigned employees doing similar work. Assign work; monitor hours of work and authorize time sheets;
oversee quality, quantity and timeliness of work performed; ensure 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.




:

DUTIES AND RESPONSIBILITIES (continued):

Coordinate and develop the department’s annual operating, revenue and capital budgets; confirm revenue
accurately reflects funds in the appropriate revenue budget; review monthly rental car and FBO reports for
consistency and reasonableness.

Confirm receipt of permit concession activity data and review for accuracy, completeness and contractuai
compliance; monitor collection of data essential to revenue reporting and preparation of annual revenue budgeting.
Direct the timely generation and distribution of the monthly Tickler Date report to facilitate rent adjustments and
respond to crucial dates and milestones.

Track lease terms in support of the preparation of lease disclosures.

Oversee the FBO and fuel consortium fuel usage and the compilation and dissemination of monthly reports;
oversee and track customer activity reports and compile and maintain statistical data to provide revenue forecasts.
Confirm compliance with insurance requirements. Coordinate review of monthly reports and resolution of nen-
compliance issues.

Coordinate rates and charges web updates.

Assist with general administrative support as needed.

Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor degree in Business Administration, Management, Public Administration, Finance or Accounting and four (4) years
of experience in an office or commercial real estate environment, to include budgeting, revenue reporting, contract
processing, dealing with customers, spreadsheet and word processing skills, or an equivalent combination of education,
training, and experience. Knowledge of airline/aviation commercial property management required; supervisory experience
preferred.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

* & & & & »

Excellent written and oral presentation skills

Strong organizational and customer service skills

Strong financial or accounting skills

Ability to read and interpret basic contract language

Intermediate to advanced skills with Microsoft Office Suite
Knowledge of Oracle and PROPworks lease management system

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: {ndicate n.umber supervised)

Directly supervises a staff of approximately two (2) employees.




LATITUDE AND/OR INDEPENDENT JUDGEMENT: (include examples of situations where this pownon |

miqht position might exercise independent and make decisions)’

o Work independently under limited supervision and general direction, exercising a high level of independent
judgement and discretion.

» Ability to make sound decisions, attention to detail, and decision-making skills on technical issues.

¢ Understand and apply the Authority’s rates and charges structure. Ability to read, and interpret leases, permits,
amendments, renewals and associated documents to ensure appropriate business practices are being utilized in
applicable database systems.

This Job Description is intended to he comprehensive and fo provide details of the position for which it has been written. However, this
Job Description is not infended to fimit any of the duties, responsibilities or activities that may be required of the employse 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 fo revise this Job Description at any time.

APPROVAL SIGNATURES:
ﬂﬂ)/ ot Z Yo 12
iat for Director 4 Date Chief Operating Officer Date
Oy &M H4-10Q
. Diredtor, HR &Risk Management Date
&>
FLSA: Exempt Shift Premium: N/A

EEO Category: Professionals Rotating Shift: N/A
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== GREATER ORLANDO AVIATION AUTHORITY . - . . .
E——1 - Physical Requirements and Working Conditions
= A"
Supervisor, Commercial Properties
Department: Commercial Properties Date: April 4, 2018
|
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 ot more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day} 2 - Important, but may be performed in some other way
Frequent: 21-50% {2 1/2-4 hours per & hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% {1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour-per 8 hour day)
' Physical Effort Constant | Very Frequent | Frequent | Occasional .| Rare Importance
Standing ' X 2
Walking X 2
Sitting X 1 3
Lifting: 0-20Ilbs X 1
20-50Ibs X 1
51+ Ibs X 1
Bending/Stooping X 2
Pushing, Pulling and/or Digging X 2
Reaching over head X 2
Kneeling, Crawling X 1
Climbing {ladders, stairs, hills) X 2
Typing/CRT {attention to detail} X 3
Speaking 8 Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other
: Working Conditions : Constant ' | Very Frequent- | Frequent | Qccasional | Rare importance
Extreme Weather X 1
Noxicus 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 i
1
SUPERVISOR COMMENTS: '
|
/W
,-+/ z//%[ %5,,./5 |
Immediate T Dlrector Date ief Operating Officer Date

WUM qlalzoiy |

Human Resources - Compensation Date
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Supervisor, Emergency Communications
Department: Security Date: October 12, 2018

Title of Immediate Supervisor: Manager, Emergency Communications Pay Level: L22

-
POSITION SUMMARY: Responsible for the effective and efficient operation of the Communications Center during assigned
shift. Supervisors must perform all duties and responsibilities required of an Emergency Communications Dispatcher.

DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act {ADAAA), may include any of the
following representative duties and responsibilities. Dufies and responsibififies such as reguiar aftendance at the job are not routinely fisted in job
descriptions, but are also an essential function. Essential duties and responsibifiies may include, but are not fimited fo, the following:

» Supervise employees in assigned area. Assign work; monitor hours of work and authorize time sheets; oversee
quality, quantity and timeliness of work performed; enforce and 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 fraining 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 all duties of the Emergency Communications Dispatcher

Conduct bi-annual compliance evaluations and annual performance evaluations

Conduct basic and refresher training for Emergency Communications Dispatcher as needed.

Review and approve Daily Observation Reports.

Maintain large database of telephone numbers and locations on Orlando International Airport property

Maintain numerous emergency notification lists, procedures and instructions

Maintain adherence to Florida Department of Law Enforcement mandates regarding destruction and

distribution of confidential materials

Inspect and maintain checklists of equipment; submit and follow up on maintenance work orders

Review, report, and transcribe previously recorded tapes to determine the sequence of events

Back up and restore several different computer systems

Maintain filing system for police and fire related activities; confirm supply needs are met

Perform other duties as assigned.

_MINIMUM QUALIFICATIONS: =

High school graduate and three {3) years experience with computers, fire/security alarm systems and emergency
dispatching in fire, rescue, medical or police operations, plus three (3) years experience as an Emergency Communications
Dispatcher with the Aviation Authority, or an equivalent combination of education, training and experience. Operating
knowledge of computerized information systems is essential.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

e Interpersonal and leadership skills to handie disciplinary matters, policy changes, training, schedufing and performance
evaluations

¢ Must be able to remain calm during emergencies/stressful situations and be able to make split-second decisions under

pressure

Must understand techniques of telephone interrogation

Must have knowledge of principles of emergency dispatch and triage; and coordination of resources

Knowledge of Public Safety Answering Point (PSAP) regulations

Must be able to work in a confined, high noise area with no scheduled meals or breaks




Familiarity with 800 MHz public safety systems, 400 MHz radio systems, and 911 computerized answering systems.
Able to multitask, prioritize, analyze information and use independent judgement

Working knowledge of Microsoft Word , Excel and PowerPoint

Qperating knowledge of computerized emergency dispatch information systems is essential

In-depth knowledge of Communications Center policies and procedures

Must have exceptional oral and written communications skills

Ability to effectively handle multiple tasks at one time

Willing and able to work rotating shifts to include, early mornlngs late evenlngs holldays and weekends

LICENSES/CERTIFICATIONS REQUIRED

Valid Florida driver's license

Emergency Medical Dispatch (EMD)
CPR certified
TDD certified

Communications Training Officer (CTO)

Driver and Vehicle Information Database (DAVID)

Florida State Certification for Public Safety Dispatchers. F.S.5. 401.465

Fiorida Criminal Information Computer/National Criminal Information Computer (FCIC/NCIC)
NIMS 100, 200, 247a, 300, 400, 700, 800

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

o Directly supervises a staff of approximately 3-5 employees shift

LATITU DE AN D/: OR INDEPEN DENT ] UDGEM ENT (Include examples of s:tuat:ons where th:s posrt:on g
miaght-position: rmqht exercise mdenendent and make decrs:ons) :

o Must be capable of making decisions in emergency and non-emergency S|tuat|ons for the Communtcanons Center
some of which are not covered by written procedures.

« Set standards, rules/guidelines or necessary disciplinary action for the Emergency Communications Dispatcher
during his/her shift.

¢ Exercise considerable independence in prioritizing calls, disseminating information and determining critical police,
fire and medical response. Example: Determine priority of call, how many units to dispatch, and which unit(s) to
dispatch.

o Work independently under moderate supervision, exercising considerable judgment and discretion.

This Job Description is intended to be comprehensive and to provide detafls of the position for which it has been written. However, this Job

Description is not intended to limit any of the dufies, 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 Authorily reserves the
discretion to revise this Job Description at any fime.

APPROVAL SIGNATURES:

Do bl J[-l72el? A

W74

diate Supervisor Date Department Diréctor Date

(S ()275\0\ 1S3
St Dlretor H& Risk Management @) Date
FLSA: Non-Exempt o Shift Premium: N/A

EEO Category: Protective Service Worker Rotating Shift: Yes
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Supervisor, Emergency Communications

Department: Security

additional requirements as needed.

Physical Requirements and Working Conditions

Date: October 12, 2018
1

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

" Frequency.’

Imgortanc

Constant:
Very Frequent:
Frequent:
Occasional:
Rare:

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}

(-5% (Less than 1 hour per 8 hour day)

More than 80% {& 1/2 hours or more per 8 hour day)

3- Crltlcal 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 .

QOccasional -

Ral’e I

3
B
Q
=
Wy

Standing

X

Walking

X

Sitting

0-201lbhs
20~50Ibs
51+ lbs

Lifting:

Bending/Stooping

Pushing, Pulling and/or Digging

Reaching over head

Kneeling, Crawling

2 [ Lo | [ | e [ e

Climbing {ladders, stairs, hills)

Typing/CRT {attention to detail)

Speaking & Hearing

Detailed Inspection/Reading/Editing

=

00 | L | A | GAY b | e [ e | [ | e | | |G |

Writing

Other

"Working Conditions

anst'ént_ -

Vary Fragient.

"Frequent’

Occasional

‘Rare

Importance

Extreme Weather

1

Noxious Fumes

Chemicals

|| e

Insects

Confined Areas

Excessive Noise

Must be willing and able to work rotating shifts, early
mormngs, Iate evemngs, holidays, and weekends

W W W [N

" Equipment/Vehicles.

“Constant

Very Frequent -

Frequent

Occasional |

Rare-

Impoftance

GOAA/Personal Vehicle

3

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

X

3

Ability to operate and monitor various electronic
equipment such as radio dispatch console, CRTs and
telephones

- SUPERVISOR' COMMENTS::

sitting to a standing or walking position.

Due to the computers’ sensitivity to heat the temperature in the Comm Center cannot exceed 72 degrees. Most of the tlme and espeually
at night the temperature ranges from 68-70 degrees. All equipment is either alarmed for prompting the operator to an immediate response
or designed for two-way communications. Therefore, the employee must be extremely mobile and able to instantaneously respond from a

/‘)Oowj M [[-{1-2e/8

Immediate Supervisor Date

(

\ YUIYAY 'U'IB\\?

Huan Resources - Compensation Date

. e

[/

Department i

Date













JOB DESCRIPTION

Job Title: Supervisor, Graphics Date: November 14, 2012

Department: Maintenance Grade/Level: Non-exempt; L.21
Rotating Shifts: No

Title of Immediate Supervisor: Manager, Terminal Facilities Shift Premium: No

POSITION SUMMARY: Plans, coordinates and supervises the activities of the graphics shop to
maintain all Authority signage within Department of Transportation Rules and GOAA’s
Architectural Graphics Design Program as stated in GOAA Graphics’ Standard Policy.

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.

Plan, organize and supervise the daily operations of the Graphics shop
Ensure all assigned work is accomplished in compliance with Graphics Master Plan and
Graphic Standard Policy of GOAA

e Determine material requirements for routine maintenance and project work; maintain adequate
shop stock levels and requisition additional materials as required

e Monitor outside contractor personnel to ensure timely compliance with contract requirements
Serve as project manager on in-house projects to coordinate trades personnel as required,
including design, layout and production
Read and interpret blueprints and engineering drawings
Responsible for remaining current on all GOAA emergency response procedures and ensuring
proper response as required
Establish and maintain records and reports appropriate to area of responsibility
Investigate problems and develop solutions in area of responsibility
Maintain accurate and timely payroll reporting functions and perform administrative duties as
required

e Develop and monitor annual budget
Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in Graphics Design or related field and (5) years experience in signage and
graphic arts pertaining to Computer Aided Signage (CAS), Computer Aided Graphic Design
(CAGD) and three years supervisory experience; or an equivalent combination of education,
waining and experience. Bachelor of Arts degree in Graphic Design desirable.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledgeable of Gerber Scientific Products or similar programs

Knowledge of International Graphics Standards

Extensive knowledge of Corel Draw, Quark Express, Adobe PhotoShop, or similar software
programs

Must be capable of using computer-aided graphics equipment, i.. 4-axis plotters, Dimension
200 router/engraver, large format digital color printers and scanners

Ability to handle desk and file management procedures maintained by the Graphics Advantage
computer based system

Basic knowledge of essential safety equipment and protective devices

Sound working knowledge of hazardous material/chemical handling requirements and
associated MSDS sheets

Knowledge of rules, regulations, and guidelines regarding the safe operation of hand and
power tools

Capable of operating field communications equipment

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida Drivers License

_ SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
Approximately four (4) employees

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

e Works independently under moderate supervision, exercising considerable judgment and
discretion
o Establishes priorities to maximize productivity and efficiency

APPROVAL SIGNATURES:

(B Bl IW/24a /12

Imj:ﬁ'ate Supervisor Date
/ Z/ /)2

$sis t Director Date

=z o /z/ "f/f 2

(gzﬁt Director Dat
(gu\——\ : Jlo-S -\

Blrector Huma{}.l Resources Date



Job Description Supplement
Physical Requirements and Working Conditions

Position Title Supervisor, Graphics Date November 14, 2012
Department Maintenance Section 688

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

Frequency Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% {4 1/2-6 hours per 8 hour day) ' 2 - Important, but may be performed in some other way
Frequent -21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting X 3
Lifting A.__0-201bs. X 1

B.__21-501bs. X 1

C. __50+1bs. 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 2
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other
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: ? JOB DESCRIPTION

Job Title: Supervisor, GT Permit Services Date: December 1, 2017
Department: Ground Transportation Services Grade/Level: Exempt: L21

Title of Immediate Supervisor: Assistant Manager, Ground Transportation Services

POSITION SUMMARY: Responsible for daily operation of the Ground Transportation {(GT) Services Permit
Office, and supervision of the staff. Administer all aspects of the Authority’s ground transportation permitting
program, parking validation program, leased parking, employee parking and mobile food unit program to
include responsibility for daily receipts taken in prior to being released to Finance. Interact with Assistant
Manager, Ground Transportation Services on a regular basis to maintain the consistent application of GT
Services procedures.

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

¢ Oversee the permit process of all commercial ground transportation comparmies and commercial vehicles.
Resolve conflicts and provide guidance on federal, state, local and Authority regulations concerning
commercial vehicles

e Oversee issuance of permits for all non-public parking in the Employee Parking Lot (EPL) and terminal
area to include all management, station managers, VIP, disabled, special parking and construction and
other temporary parking :

e Supervise and review the invoice process for management parking fees, commercial lane fees, employee
parking fees, leased parking, and taxi starter fees

¢ Daily interaction with airline employees, tenants, etc. Handle all customer disputes the assigned staff is
unable to resolve. Prepare or authorize refunds/credits to customers when required

e Maintain compliance with the Authority’s Mobile Food Unit Policy including permitting, monitoring,
enforcement and compliance with state, county and city health, insurance and motor vehicle laws and
regulations

¢ Supervise the Authority’s parking validation stamp program, to include issuance and control of
validation stamps, and develop procedures to monitor the validation procedures

e Maintain and order permitting supplies, including EPL decals.

e Oversee and monitor the Authority’s Ground Transportation Revenue Control System. Review and
maintain accurate records and reports in applicable electronic systems/databases

-o  Responsible for records retention for the permitting section of Ground Transportation Services

e Oversee use of the Ground Transportation Services Receipt application, monitor and assure that the daily
receipts taken in by the permitting office are correctly accounted for, confirm timely release of payment
batches and all daily cash transactions are correctly accounted for, secured and submitted to the Finance
department

¢ Draft policies and procedures as it relates to Ground Transportation Services and assist the Assistant
Manager of Ground Transportation Services as requested

* Supervise assigned employees including: assign work; monitor hours of work and authorize time sheets;
oversee quality, quantity and timeliness of work performed; ensure 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; recommend disciplinary action as needed. Provide for the
safety and security of the work area :

e Perform other duties as assigned




EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in Business or a related field and five (5) years work experience in a heavy customer contact
environment ensuring compliance with rules, regulations and policies, or an equivalent combination of
education, training and experience. Supervisory experience preferred. Customer service experience in similar
environment preferred.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Demonstrated ability to deliver excellent customer service

Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects,

Knowledge of parking and ground transportation desirable

Knowledge of, Word and Excel, required. Oracle, lcase management system and revenue control system,
preferred

Attention to detail

e Good organizational skills

e Ability to communicate clearly and effectively, orally and in writing

LICENSES/CERTIFICATIONS REQUIRED:
e None

SUPERVISORY RESPONSIBILITIES: ({Indicate num.ber supervised)
o Supervise approximately six (6) employees

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

e Works independently under moderate supervision, exercising considerable judgment and discretion

o Responsibility and primary accountability to supervise a single section/unit.

e Assign work, check results, control costs, appraise performance, and make salary increase and
promotional recommendations.

APPR L SIGN:@URES
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JOB DESCRIPTION

Job Title: Supervisor, HVAC Date: June 9, 2015

Department: Maintenance Grade/Level: Non-exempt; L.22

Title of Immediate Supervisor: Manager, Plant Maintenance

Rotating Shif'ts: No
Shif t Premium: No

POSITION SUMMARY: Supervises HV AC Technicians in maintenance and repair of all equipment
and related con#rol systems pertaining to heating, ventilation, and air conditioning equipment.

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

Plan, organize, and supervise the daily operation of the HVAC Shop.

Responsible for the effective and efficient operation and maintenance of the central energy plant and
all related HVAC systems and controls.

Plan, schedule, and supervise preventive maintenance activities to ensure complesion in a timely
manner.

Develop and maintain the necessary records and reports to ensure product and equipment reliability.
Monitor outside contractor personnel to ensure timely compliance with contract requirements.

Ensure compliance with applicable federal, state, and local codes and established maintenance
practices consistent with OSHA Standards.

Establish work standards and ensure compliance through regular quality assurance inspections.

Responsible for staying current on all GOAA emergency response procedures and ensuring proper
response as required.

Establish and maintain records and reports appropriate to area of responsibility.
Investigate problems and develop solutions in area of responsibility.

Maintain accurate and timely payroll reporting functions and perform administrative duties as
required.

Develop and monitor annual budget.

Perform other duties as assigned.



EDUCATION/EXPERIENCE REQUIREMENTS:

High school graduate or equivalency diploma, with a minimum of 1200 hours HVAC technical training
courses, five years experience in HVAC field, and three years supervisory/lead experience; or an
equivalent combination of education, training, and experience. Demonstrated leadership skills may
replace the requirement for supervisory experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
o Extensive knowledge of central energy plant operation
o Extensive knowledge of building automation system network, and electrical direct digital and
pneumatic controls
Demonstrated leadership experience; ability to build an effective team
Demonstrated strong verbal and written communication skills
Demonstrated ability to set standards for consistency

LICENSES/CERTIFICATIONS REQUIRED:
+ Valid Florida driver’s license
o EPA section 608, Universal certification is preferred for the proper use, storage and disposal of
refrigerants. '
o Refrigerant Transition and Recovery Certification
o Class “A or “B” contractor’s license desirable

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢ Supervisory responsibility for approximately eleven (11) HVAC Technicians

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

e  Works independently under moderate supervision, exercising considerable judgment and
discretion .

BROVAL SIGNATURES:
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—Job Description Supplement
Physical Requirements and Working Conditions

Position Title Supervisor, HVAC Date June 9, 2015
Department Maintenance Section 685

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

Frequenc Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent -~ 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent -21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Verv Freauent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting X 3
Lifting A.  0-201bs. X

B. 21-501bs. 1

C._ 50+]bs. 1
Bending/Stooping 1
Pushing, Pulling, and/or Digging 1
Reaching over Head 1
Kneeling, Crawling 1
Climbing (ladders, stairs, hills) 1
Twvning/CRT (attention to detail) X 2
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3

Other




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

. Frequency Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
'Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per § hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
ic.._nim Conditions Constant Very Frequent Frequent Occasional Rare Importance

Exireme Weather X 2
Noxious Fumes 1
Chemicals X 2
Insects 1
Heights, Confined Areas X 2
Excessive Noise 1
Other

Monitoring/Operating Constant Very Frequent Frequent Occasional Rare Importance

Vehicles or Equipment Type?

Transportation via GOAA vehicle X 3
Genera] office equipment (computer, copier, fax, etc.) X 3

Supervisor Comments:

=
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/' Date
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JOB DESCRIPTION

Job Title:  Supervisor, K-9 Handler Date:  September 29, 2017

Department:  Security/Canine Level: Non-exempt; L24
Rotating Shifts: Yes

Title of Immediate Supervisor: Manager, Security Operations  Shift Premium: No

POSITION SUMMARY: Coordinate the day to day activities of the Explosive Detection Canine Team (EDCT)
Section. Establish training plans, schedules, work priorities. Implement plans to achieve the goals and objectives
outlined for the Section. Resolve concerns and elevate issues as needed. A point of contact with other
departments, the Transportation Security Administration (TSA) and local law enforcement for EDCT matters.

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
Jrom assigning specific duties not listed if such duties are a logical assignment to the position.

» Supervise the daily activities of the EDCT Section’s staff. Develop schedule, monitor hours of work and
authorize timesheets, verify that work is performed in compliance with standards, laws, regulatory
requirements, etc. Investigate concerns and develop solutions. Prepare and conduct performance
appraisals, develop and implement training (including TSA Legacy training and canine training),
participate in interviews, recommend disciplinary action when necessary.

¢ Primary liaison for EDCT issues with OPD, FBI, TSA, ATF, CBP and other related law enforcement
agencies.

* Analyze and conduct effective training of the EDCT, adhering to TSA standards as required

¢ Serve as explosive detection subject matter expert for GOAA. Expert resource to the Incident Commander
for bomb threat incidents.

¢ Responsible for the safe handling and transfer of explosive aides; establish and implement applicable
policy and procedures. _

e Verify that all Utilization mandates are met, review all records to confirm they are accurately entered into
the TSA required portal in accordance with established timeframes.

¢ Confirm that K-9 staff wear specified Personal Protective Equipment (PPE), i.e. body armor, when
responding to designated calls, and that PPE is maintained in good repair and a state of readiness with easy
access when needed.

e Confirm that the TSA Reimbursement Program and SOP are carried out in accordance with the cooperative
agreement. '

e Identify and preserve evidence used to support law enforcement investigations regarding security threat
incidents. May be called to provide testimony during proceedings.

* Assist with budget development and oversight.

o Keep Manager apprised on all relevant matters of the Section and confirm that section policies and
procedures are followed.

» Assist Manager and perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Associate degree in Criminal Justice, Business or Public:Administration or related field and six (6) years
experience to include Explosive Detection Canine Team handling, with additional experience in Security, Law
Enforcement or an Airport Environment; or an equivalent combination of training, education, and experience.
Supervisory experience preferred.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Must be able to develop operational and training plans

Must be able to coordinate section activities, communicate and follow-up plans

Must be able to maintain a forty-five minute response time to the airport

Must be willing and able to work rotating shifts, early mornings, late evenings, holidays, and weekends
Must be able to respond in emergency situations and work effectively in potentially stressful and dangerous
situations

Must possess good oral and written communication skills

Basic computer skills

Knowledge of K-9 health requirements

Knowledge of explosives handling procedures

LICENSES/CERTIFICATIONS REQUIRED:

Valid State of Florida driver's license
Must complete Transportation Security Administration (TSA) EDCT seminars on a regular basis as

required.

SUPERVISORY RESPONSIBILITIES:

Supervisory responsibility for approximately ten (10) K-9 Handlers and canines

LATITUDE AND/OR INDEPENDENT JUDGMENT:

Works independently under limited supervision and general direction, exercising a high level of
independent judgment and discretion

High level problem-solving skills

Makes emergency decisions when needed

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Lost and Found Date: April 3, 2012

Department: Terminal Operations — Landside Division Grade/Level: Non-Exempt; L20

Rotating Shifts: No

Title of Immediate Supervisor: Manager, Landside Operations Shift Premium: No

POSITION SUMMARY: Supervises the daily operation of the Orlando International Airport Lost and
Found Office, guiding and supervising the Lost and Found Clerks to ensure the safe and efficient
operation of the office and maximize the number of items returned to customers.

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.)

Provide operational supervision, direction, and guidance to the Lost and Found staff members.
Plan and review daily tasks performed by Lost and Found Clerks. Conduct staff member
performance appraisals in conjunction with the Manager, Landside Operations. Hire and train
new employees. Issue, track, or recommend disciplinary actions per policy.

Develop office procedures and coordinate training programs.

Ensure the proper documentation and research of lost property in an effort to locate the rightful
owner. Collect information and prepare written reports, logs, and correspondence as required.
Responsible for review and accuracy of all reports and logs produced by subordinates.
Supervise and coordinate the storage and disposal of property in accordance with State of
Florida and Transportation Security Administration (TSA) requirements and mandates.
Coordinate the transfer of unclaimed inventory to the Aviation Authority Material Conwol
Department.

Control received currency from time of receipt through transfer to the Aviation Authority
Finance Department.

Produce and maintain office documentation, reports, and statistics.

Develop the duty schedule and ensure proper coverage for the Lost and Found Office.
Oversee the daily issuance of distributor badges and provide optimal customer service for all
Airport patrons.

Perform other related duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Associate degree and four (4) years experience in an area related to airport operations or an
equivalent combination of education, training, and experience. Previous supervisory or lead
experience preferred.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

3 e Strong customer service skills

Strong oral and written communications skills, friendly customer service skills, and computer
skills required (Word, Outlook, Excel, Access, and PowerPoint}

May be reguired to work a weekend, evening and/or holiday shift for operational reasons
Demonstrated skill to organize and prioritize work

Ability to make sound decisions under pressure

Ability to work with confidential and sensitive information

Ability to handle multiple tasks and pay close attention to detail

Ability to solve problems independently -

Ability to maintain a high level of professionalism and diplomacy at all times while interacting
with the public and in potentially stressful, difficult, and confrontational situations

e Ability to operate a two-way radio

o Ability to type 25 CWPM

¢ Multi-lingual skills preferred

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e Lost and Found Clerks (approximately 8)

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

e [Initiates day to day operational decisions based on interpretation of Orlando International
Airport, State of Florida, and Transportation Security Administration (TSA) rules and policies.
Refers unique issues to the Manager, Landside Operations.

e Works independently under general supervision, makes decisions based on policy.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Maintenance Shifts Date: April 27,2017
Department: Maintenance Grade/Level: Non-Exempt; L25
Rotating Shift: Yes
Shift Premium: No

Title of Immediate Supervisor: Manager, Plant Maintenance

POSITION SUMMARY:: Provide oversight and direction for all Maintenance Department
activities and personnel during non-regular hours, weekends and holidays. Serve as the
primary Maintenance Department contact and responder to all emergency situations.

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

¢ Performs periodic inspections of airport facilities to identify maintenance requirements in
support of a safe, efficient, and secure environment for the travelling public.

e Provides continuity of professional leadership and judgment to shift personnel.

¢ Oversees and coordinates Maintenance staff performing preventive maintenance and
repair work. Supervises and monitors Maintenance department contractors while on
shift.

» Responsible for the response and coordination of department activities with other
departments, tenants, and outside contract personnel for discrepancy resolution.
Oversees proper department response to emergency situations as required.

¢ Coordinates priorities with managers and supervisors to confirm that work requirements
are met.

¢ Advises department management of situations that arise during shift.

o Evaluates procedures and practices, making recommendations for achieving high quality
and quantity of work.

* Investigates problems and develops solutions in area of responsibility.

e Monitors compliance with GOAA policies and procedures, and applicable Federal, State,
and local codes, to maintain standards consistent with OSHA and NIFPA regulations. In
support of the Operations and Security departments, monitors compliance with FAR and
security regulations.

¢ Maintains records and reports appropriate to area of responsibility.

e Performs administrative and other duties as required.




EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree and six (6) years experience in a large scale Maintenance organization
including oversight of maintenance contractors and staff, or an equivalent combination of
education, training, and experience. Supervisory and airport experience desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
» Knowledge of airport operating procedures under current FAA regulations.
* Basic understanding of maintenance work procedures and terminology.
¢ Familiar with use of 2-way radio communications.
¢ Moust be able and willing to work rotating shifts including early mornings, late
evenings, holidays, and weekends

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver license.

SUPERVISORY RESPONSIBILITIES:
On assigned shift, may directly supervise up to approximately 25 personnel.

LATITUDE AND/OR INDEPENDENT JUDGMENT:
¢ Works independently under limited supervision and general direction
¢ High level of independent judgment and discretion
e Makes emergency decisions when needed

APPROVAL SIGNATURES:
L = | 7407
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JOB DESCRIPTION

Job Title:  Supervisor, Maintenance Support Date: November 20, 2012

Department: Maintenance Grade/Level: Non-Exempt; L.21
Rotating Shifts: No
Shift Premium: No
Title of Immediate Supervisor: Assistant Manager, Pavement & Grounds

POSITION SUMMARY: Plans, coordinates and supervises the activities of the maintenance
support shop in providing general labor support for GOAA departments.

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.
o Plan and supervise the day-to-day operation of the Maintenance Support Shop.

o Schedule maintenance and servicing for designated vehicles, including leased vehicles.

» Schedule requests for labor assistance and ensure that work is completed in a timely
manner.

» Plan and supervise daily policing of airport grounds, watching for debris, trash, etc. and
handling appropriately. '

o Schedule daily courier service, ensure schedules are met, arrange for special courier
service as required. ;

o Responsible for staying current on all GOAA emergency response procedures and
ensuring proper response as required.

» Establish and maintain records and reports appropriate to area of responsibility.

o Investigate problems and develop solutions in area of responsibility.

s Maintain accurate and timely payroll reporting functions and perform administrative
duties as required.

o Develop and monitor annual budgetary requirements.

a  Perform other duties as assigned.

EDUCATION REQUIREMENTS:
High school graduate or equivalency diploma and five years general labor experience, and three

years supervisory experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
s Demonstrated leadership/supervisory skills
o Organizational skills
»  Math skills as required for payroll and budget responsibilities



LICENSES/CERTIFICATIONS REQUIRED:
o Valid Florida Commercial Driver’s License, Class “B”

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
o Supervises the work of approximately six (6) employees

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

»  Works independently under moderate supervision

s Makes decisions regarding work to be done and schedule/priorities

APPROVAL SIGNATURES:
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Job Description Supplement

Physical Requirements and Working Conditions

Position Title Supervisor, Maintenance Support Date November 20,2012
Department Maintenance Section 655
In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions.
Frequency - Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent -21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare ~ 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting _ X 3
Lifting A.__0-20Ibs. X 1

B.  21-50 Ibs. X 1

C.__ 50+ Ibs. 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 2
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3

| Other
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JOB DESCRIPTION

Job Title: Supervisor, Revenue Control . Date: January 7, 2016

Department: Finance Grade/Level: Exempt; L.26

Title of Immediate Supervisor: Assistant Director, Finance

POSITION SUMMARY: Supervise the Revenue Control section of the Finance department, including the

_ invoicing and collection of all revenue and security deposiis due to the Authority and compliance with policies,
procedures and departmental budgets. Review contract documents for compliance, maintain and monitor Letters
of Credits and Bonds documents for renewal and rating status. Prepare month-end and year-end schedules for
the Comprehensive Annual Financial Report and work with independent auditors. Responsible for the
development of internal controls that are designed and operate effectively to prevent or detect and correct
misstatements on a timely basis and safeguard the assets of the Autherity.

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.

* Supervise accounts receivable process to ensure adherence to the Authority’s policies and procedures, and
that internal controls are designed and operate effectively to prevent or detect and correct misstatements on
a timely basis and safeguard the assets of the Authority. _

* Supervise the revenue invoicing and remittance established in leases, amendments, space-use permits,

contracts, etc., to ensure invoicing accuracy. Maintain and ensure the accuracy of the revenue accounting
records to facilitate a timely reporting of financial condition to management.

* Supervise the preparation of the daily deposit and recording of revenue and cash receipts. Ensure that all
internal controls related to this area are always operating as designed.

* Supervise the proper recording, accounting and monitoring renewal and rating status of security deposits
received. Ensure that all customers have the appropriate security deposits and any replacement security
deposits are received prior to expiration of the existing security deposilts.

* Review requests for refunds and credit memos and ensure that they are in compliance with the customer
agreements and are supported by adequate documentation. ‘

* Supervise collection procedures on delinquent accounts receivable. Analyze delinquent accounts receivable
reports to ensure timely payment from tenants, concessionaires, air carriers and other customers. Monitor
delinquent accounts with security deposits. Prepare and draw down on security deposits as necessary in the
collection effort. Report to management on delinquent accounts on a timely basis and recommend actions
pursuant to agreements. Work with legal on bankruptcies and other legal matters,

* Review reports generated by the Accounts Receivable department for reconciliation, journal entry
recording, monitoring and reporting purposes. Review reconciliation of Accounts Receivable to the General
Ledger. Perform analysis of various general ledger accounts and ensure that any reconciling items are
resolved timely,

* Review and remit monthly sales tax, excise tax, gross receipt tax and communication service tax returns.
Ensure compliance with all regulatory requirements.

* Prepare month-end schedules, annual schedules and notes for the Comprehensive Annual Financial Report
and with work with independent auditors.

o Assist with the annual revenue budget.



RESPONSIBILITIES (Continued):

* Supervise employees in assigned area. Assign work; monitor hours of work and authorize time sheets;
oversee quality, quantity and timeliness of work performed; ensure compliance with established policy,
procedure and standards. Advise management of areas of concern and recommend solutions. Prepare and
conduct performance reviews; 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.

EDUCATION / EXPERIENCE REQUIREMENTS:

* Bachelor degree in Accounting or related field, and five (5) years of experience in revenue accounting and
revenue collections, or an equivalent combination of education, training, and experience. Strong
understanding of revenue accounting concepts, practices and procedures required. Supervisory and
collections experience required. Oracle and PropWorks experience desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Must possess strong interpersonal and leadership skills

Must have strong knowledge of Excel, Word and Access Database.

Must be familiar with computerized accounting systems

Ability to handle multiple responsibilities throughout various financial areas
Ability to understand and carry out complex oral and written instructions

— v Ability to deal tactfully and courteously with employees and the general public
* Ability to communicate clearly and effectively, both orally and in writing

* Ability to establish and maintain effective working relationships with employees, vendors, and the general
public,

* Strong organizational skills to prioritize work and meet deadlines

LICENSES/CERTIFICATIONS REQUIRED:

e  Valid Florida driver’s license
e (Certified Public Accountant license desired

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
Supervise staff of approximately five (5) employees

LATITUDE AND/GR INDEPENDENT JUDGMENT: (Include exafnples of situations where this position
might exercise independent judgment and make decisions.)

Interprets policy and procedure minimal

High degree of independence with minimal supervision

Decisions affecting important administrative and accounting procedures.

Coordinate decisions effecting other GOAA departments with Finance management staff
High level problem-solving skills



APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Supervisor, Security Compliance Date: October 12,2017

Department: Security Grade/Level: Non-Exempt, .21
Rotating Shift: No
Shift Premium: No

Title of Immediate Supervisor: Assistant Manager, Security Compliance

POSITION SUMMARY: Responsible for daily. oversight of the Security Compliance Specialists. Monitor
throughout the Authority for compliance with applicable airport security policies, regulations, and agreements to
maintain overall effectiveness, and efficiency of security processes and procedures. Provide or facilitate training
and related documentation to airport tenants, contracted security personnel and airport guests regarding
compliance issues and other security related initiatives. Train Security Compliance Specialists and maintain
required documentation.

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 to preclude
management from assigning specific duties not listed if such duties are a logical assignment to the position.

» Supervise assigned employees. Assign work; monitor hours of work and authorize time sheets; oversee
quality, quantity and timeliness of work performed; confirm 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.

* Monitor compliance with Federal regulations contained in 49 CFR Part 1542 and other applicable
Federal Regulations, Transportation Security Administration (TSA) regulatory requirements and the
Airport Security Program (ASP) through audits, inspections, testing, observation, and interviews.

¢ Issue Security Violations as appropriate for compliance related violations of the ASP or other regulatory
requirements; conduct historical and trend analyses of violation data and adjust/revise training programs
as applicable.

* Review Security Violations issued by staff for appropriateness and consistency; address discrepancies.

» Oversee security training programs, to include the airport’s computer-based training (CBT) for airport
personnel and tenants; develop and implement any new security training initiatives that may be needed;
develop and present training in response to noted deficiencies or problem areas.

¢ Conduct training and associated documentation as it relates to Security Compliance Specialists

e Assist in confirming compliance standards are being met for all security related recurrent training.

e Conduct monthly or as needed training/outreach programs and maintain related training materials for
requested GOAA departments and stakeholders

e Assist atrport tenants and users with security related issues to facilitate all affected parties remaining
within regulatory compliance standards.

¢ Maintain a system of checklists to verify all audit and inspection criteria are being properly addressed on
a regular basis.

¢ Maintain data/documentation in reports, logs, etc. as required for the Airport Security Program,
regulatory policies and other compliance standards

o Perform other tasks as directed




1

EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree in a Security related discipline and four (4) years experience including compliance with TSA
security regulatory requirements and training responsibilities, or an equivalent combination of education,
training and experience. Experience in an airport environment preferred. Supervisory and/or leadership
experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

- Computer proficiency to include a working knowledge of Microsoft Word, Excel and PowerPoint

- Knowledge of TSA security requirements

- Knowledge of security compliance

- Experience/knowledge of general airport operations

- Good oral and written communication skills

- Ability to effectively and professionally interact with various Authority staff, contracted staff, tenants

and airport guests
- Must be able to act effectively in highly stressful situations
- Proficiency in English, multilingual skills desired
LICENSES/CERTIFICATIONS REQUIRED:

o Valid State of Florida driver’s license

SUPERVISOR RESPONSIBILITIES:
e Supervisory responsibility for approximately three (3) employees

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

e Considerable initiative, discretion and judgment
¢ Works independently under moderate supervision

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title:  Supervisor, Security Operations Date: October 18, 2017

Department:  Security Grade/Level: Non-Exempt, 1.21
Rotating Shifts: Yes
Shift Premivm: No

Title of Immediate Supervisor: Manager, Security Operations

POSITION SUMMARY: Supervise security activities on assigned shift. Oversee contracted security personnel covering
all work shifts. Supervise the Security Operations Center (SOC) and staff; provide immediate response to all security related
incidents or other emergency situations on airport property. Coordinate Security Incident Management and the routine
enforcement and operational needs of the Airport Security Program (ASP). Confirm that security issues are addressed
appropriately and in a timely manner. Serve as Security Incident Liaison with federal agencies, other GOAA departments,
law enforcement and other outside agencies. Make immediate decisions necessary to maintain security of the airport.

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.

* Provide immediate response to any sccurity related incidents or other emergency situations on airport property.
Supervise the SOC and staff; train staff and oversee responses to activated security system alerts in compliance with
required time frame; facilitate coordination with the Communications Center and other airport personnel as needed.

* Point of contact for Transportation Security Administration (TSA) and other federal agencies during initial
response. _

* Maintain compliance with and enforce the ASP i accordance with 49 CFR Part 1542 ; perform periodic inspection
of security requirements and initiate corrective action.

* Oversee, coordinate, and maintain performance of security contracts and Authority-owned security screening
equipment at multiple locations throughout the airport.

Represent security management after normal business hours.
Investigate security related problems and develops solutions to confirm security of the airport.

* Issue Security Violations, resolve conflicts, and coordinate Trespass Warnings; review daily violations log to verify

compliance with ASP.

Coordinate daily and incident priorities with other departments.

Prepare reports and other documentation; keep department management apprised of security issues.

Assist in the development of policies and procedures for the Secure Area access operations.

Supervise employees in assigned area. Assign work; monitor hours of work and authorize time sheets; oversee

quality, quantity and timeliness of work performed; maintain 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

EDUCATION/EXPERIENCE REQUIREMENTS:

Associate Degree in Security, Airport Management, Public Administration or related field and five (5) years security related
experience, or an equivalent combination of education, training and experience. Supervisory experience preferred.
Experience in an airport environment and familiarity with airport security regulations desired.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of Transportation Security Administration security requirements

Ability to work under stressful conditions, analyze and manage situations and make decisions rapidly
General experience/knowledge of airport operations

Good oral and written communication skills

Ability to interact with various departments

Computer proficiency with Microsoft Office products

Ability to operate a two-way radio

Proficiency in speaking and writing in English, multilingual skills desired

Must be able to work rotating shifts to include nights, weekends, and holidays.

LICENSES/CERTIFICATIONS REQUIRED:

Valid State of Florida Driver License

SUPERVISOR RESPONSIBILITIES:

.

Supervise approximately one (1) to (2) employees per shift on a rotating basis
Oversight of contracted security guard and screening personnel

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

Works independently under moderate supervision, exercising considerable judgment and dlscretwn

Interprets and applies contracts, policies, laws

May be responsible for: supervision routine decisions/analysis, recommendations, forecasts, strategies, planning,
research and/or evaluations

Establish priorities to maximize productivity and efficiency

Limited problem resolution

APPROVAL SIGNATURES:
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JOB DESCRIPTION
Job Title: Supervisor, Terminal Electrical Date: January 8, 2013

Deparmment: Maintenance Grade/Level: Non-exempt; 1.22
Rotating Shifts: No

Title of Immediate Supervisor: Manager, Electrical SystemsShlft Premium: No

POSITION SUMMARY:: Supervises the Interior Electrical Shop in the operation and
maintenance of all interior power distribution and lighting systems.

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.

Plan, organize, and supervise the daily operations of the Interior Electrical Shop.

¢ Read wiring diagrams, electrical plans and specifications, and generate scope and
specifications for work.

¢ Responsible for remaining current with all electrical codes and maintenance practices to
ensure compliance in all work performed.
Monitor and administer PowerNet electrical monitoring system.
Monitor maintenance contractors to ensure timely compliance with the contract
requirements and electrical standards.

o Establish and maintain the necessary records and reports to ensure product and
equipment reliability. .

e Responsible for remaining current on all GOAA emergency response and safety
procedures, ensuring proper response as required.
Establish & maintain records and reports appropriate to area of responsibility.
Investigate problems and develop solutions in area of responsibility.

e Maintain accurate and timely payroll reporting functions and perform administrative
duties as required.

o Develop and monitor annual budget.

o Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:
High school graduate or equivalency diploma and five years experience in a combination of
trouble shooting and repair of motor controls, high voltage electrical systems up to 600 volts,
lighting, power and BASL control systems and components, and three years supervisory
experience-or-an-equivalent combinatien-of-education; training, and experience—_Associate

degree in electrical related field desirable.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
o Knowledge of energy management and building automation systems
» Specialized training on switchgear equipment desirable.
* Knowledge of emergency generator systems, automatic transfer switches,
uninterruptible power systems, computer controlled switchgear.
» Knowledge of electrical codes, OSHA regulations, FAA, and NFPA 70E standard.

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license
e Current Journeyman Electrician competency card recognized by the State of Florida
‘e Master Electrician competency card desired

SUPERVISORY RESPONSIBILITIES:
Supervisory responsibility for approximately nine (9) employees

LATITUDE AND/OR INDEPENDENT JUDGEMENT:
e Considerable latitude in initiative, judgement, and authority in carrying out duties and
responsibilities consistent with this position as described.

APPROVAL SIGNATURES:
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Job Description Supplement
Physical Requirements and Working Conditions
Position Title Supejvisor, Terminal Electrical Date January 8, 2013
Department Maiﬂm‘!nance Section 687
n the spaces below, please note what kind of physical mental activities are involved in performing your job. Also desribe the working conditions.
} Frequency Importance
Constant - lMore than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 31-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Freque?nt - %1—50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - -‘20% (1-2 hours per 8 hour day)
Rare -0-5% (Less than 1 hour per 8 hour day)
Ph sical Effort Constant Very Frequent Frequent Occasional Rare Importance

Standing X 3
Walking X 3
Sitting X 3
Lifting A.__0-20Ibs. X 1

B._ PR1-501bs. X 1

cC. Sp+ Ibs. X 1
Bending/Stooping X 1
Pushing, Pulling, andIOL] IBigging X 1
Reaching over Head X 1
Kneeling, Crawling X 1
Climbing (ladders, stair‘ hills) X 1
Typing/CRT (attention U4c detail) X 2
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other
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JOB DESCRIPTION

Job Title: Supervisor, Terminal Operations Date: September 26, 2017

Department: Terminal Operations — BHS/GSE Division Grade/Level: Non-exempt; L.21

Rotating Shifts: Yes
Shift Premium: No

Title of Immediate Supervisor: Assistant Manager, Terminal Operations BHS/GSE Division

POSITION SUMMARY: Coordinate and supervise the daily operatiohal activities of assigned areas of
the BHS/GSE Operations. Confirm quality, excellent customer service, and regulatory compliance.

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.

Oversee the day to day operation and maintenance of the BHS/GSE, ensuring the highest levels of
quality assurance and customer service are provided throughout BHS operations, including but not
limited to TSA, airlines personnel support services, internal customers, and the general public.
Confirm compliance with all TSA and Federal regulations, rules and protocols related to baggage
processing and security.

Monitor and supervise BHS control room and operations staff.

Coordinate with contracted workforce so that proper operational coverage is in place as needed; monitor
BIIS contracted staff, confirming full compliance with contract terms.

Schedule and manage the daily use of the BHS and baggage make up claim devices.

Develop and monitor staff schedules for effective and efficient operation of assigned area(s).

Confirm the BHS facilities are in optimal condition for customer use through daily inspections,
producing and following up on work orders, etc.

Investigate and respond to issues, concerns and complaints from users of the Authority’s areas and
equipment.

Coordinate and track training programs for both GOAA and contracted-staff.

Maintain inventory control records of Authority owned equipment.

Process and maintain BHS payroll and attendance records.

Update, maintain and implement policy and procedures relevant to BHS operations.

Coordinate the interviewing, hiring, training and evaluation programs for assigned BHS personnel, and
monitor performance of GOAA and contracted employees, Issue or recommend disciplinary or other
personnel actions, complete performance evaluations.

Coordinate with Federal Agencies, Airline Representatives, Essential Service Operators Skycaps.
Investigate and respond to issues, concerns and complaints from users of the Authority’s areas and
equipment.

Oversight of Control Center and system operators to ensure compliance with operating standards and
maintain efficient operations.

Monitor and record customer service performance through random surveys.

Perform other duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:

Associate Degree in Management or related field, and four (4) years related work experience, or an
equivalent combination of education, training and experience. Bachelor degree in Management or related
field preferred. BHS experience in a medium to large hub airport desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Customer Service skills required

Supervisory skills preferred

Computer skills in database, spreadsheets and word processing software

Effective oral and written communications skills

Multi task oriented

Planning and organizational skills

Able to work rotating shifts, early mornings, late evenings, holidays, and weekends

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver’s License

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) _
Supervisory responsibility for approximately twelve (12) GOAA employees, and oversight of contracted
employees.

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this
position might exercise independent judgment and make decisions. )
e Judgment to handle a variety of issues pertaining to the daily use and operation of the BHS facilities.

e Works independently under moderate supervision, exercising considerable judgment and discretion.
e Deals with customer issues within established procedures and guidelines.

i 7. 22-/7
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Position Title:

Job Description Supplement
Physical Requirements and Working Conditions

Supervisor, Terminal Operations

Date: September 26, 2017

Department: Terminal Operations, (BHS/GSE) Division Section: 413
In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions.
: Frequency . Importance
Constant - More than 80% (6 1/2 hours or more per § hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent -21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at il
Occasional , = 6-20% (1-2 hours per 8 hour day)
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent Occasional Rare Importance
Standing X 2
Walking X 2
Sitting X 2
Lifting A. 0-20 Ibs. X 2
B. 21- 50 Ibs. X 2
C. 50+ ]bs. X 2
Bending/Stooping X 2
Pushing, Pulling, and/or Digging X 2
Reaching over Head X 2
Kneeling, Crawling X 3
Climbing (ladders, stairs, hills) ‘N 2
Typing/CRT (attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
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JOB DESCRIPTION

Job Title: Supervisor, Terminal Operations Date: November 11, 2014
Department: Terminal Operations - Airline Division Grade/Level: Non-exempt; .21
Rotating Shifts: Yes
Shift Premium: No

Title of Immediate Supervisor: Manager, Terminal Operations-Airline Division

POSITION SUMMARY: Coordinate and supervise the daily operational activities of assigned areas of the
Airline Division of Terminal Operations.

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.

e Ensure the highest levels of quality assurance and customer service are provided throughout the terminal
area, as assigned.

e Ensure compliance with CFR 1542, TSA and federal regulations, rules and protocols relating to assigned
areas of responsibility. _

e Schedule and manage the daily use of the common facilities (ie: gates, ticket counters, baggage sortation
areas, baggage claim devices and FIS).

e Develop and monitor staff schedules for effective and efficient operation of assigned area(s).

e May oversee the day to day operation and maintenance of the Flights Information Displays and the
Common Use Terminal Equipment.

e Ensure the common facilities are in optimal condition for customer use through daily inspections,

producing and following up on work orders, etc. _

Coordinate and track training programs for both GOAA and contracted staff.

Coordinate with contract workforce to ensure proper operational coverage is in place as needed.

Maintain inventory control records on Authority owned equipment.

May process monthly billing reports for use of the common facilities.

Process and maintain assigned payroll and attendance records.

Update, maintain and implement policy and procedures relevant to area of assignment.

Coordinate the interviewing, hiring, training and evaluation programs for the assigned staff, and monitor

performance of GOAA and contracted employees. Issue or recommend disciplinary or other personnel

actions, complete performance evaluations.

e Coordinate with Federal Agencies, Airline Representatives, Essential Service Operators Skycaps and
Tour Operators.

e May ensure the proper processing and removal of international and domestic trash in accordance with
USDA regulations, GOAA and contractually established schedules and procedures and maintain related
paper work.

e May ensure the processing and removal of recyclable materials and maintain related paper work.

e Monitor and record customer service performance through random surveys to ensure contractual
compliance.

e Perform other duties as assigned.



EDUCATION / EXPERIENCE REQUIREMENTS:

Associate degree in Management or related field, and four years related work experience, or an equivalent
combination of education, training and experience. Bachelor Degree in Management or related field
preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Demonstrated leadership and/or supervisory skills

Customer service skills required

Ability to speak and understand English required. Multi-lingual skills desired

Basic computer skills required in database, spreadsheets and word processing software; advanced
Excel, Word, PowerPoint knowledge desired

Effective oral and written communications skills

¢ Within the parameters of established guidelines/procedures, must have the ability to make timely and
critical decisions with limited information and resolve operational conflicts. High degree of
proactive/reactive ability. Must be able to remain calm during emergencies/stressful situations and be
able to make split-second decisions under pressure.

Multi task oriented

Planning and organizational skills

Analytical skills required to analyze available information and implement an appropriate action plan.
Must be able to work rotating shifts, early mornings, late evenings, holidays, and weekends

Must have excellent hearing, sight and ability to speak clearly, distinctly and effectively

Ability to establish and maintain effective working relationships with the general public,
airport/airline personnel, fellow employees and members of diverse cultural and linguistic
backgrounds regardless of race, religion, age, sex, disability or political affiliation.

LICENSES/CERTIFICATIONS REQUIRED:
. Valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Responsible for supervision of approximately twelve GOAA employees and oversees the work of contracted
staff.

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

s Judgment to handle a variety of issues pertaining to the daily use and operation of the common
facilities, the Federal Inspection Facility, and/or waste management facilities

e Works independently under moderate supervision, exercising considerable judgment and discretion

s Makes independent decisions following established guidelines/procedures

» Deals with customer issues within established procedures and guidelines



APPROVAL SIGNATURES:
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JOB DESCRIPTION
Job Title: Systems Administrator (IPT) Date: October 27, 2017
Department: Information Technology Grade/Level: Exempt; .28

Title of Immediate Supervisor: Assistant Manager, Unified Communications

POSITION SUMMARY: Responsible for the design, deployment and overall operations of Communications
Systems solutions. Responsible for.oversight of the IP Telephony systems, specialized applications and other
systems supporting Unified Communications business functions of the Authority’s Shared Tenant Services.

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.

¢ Closely works with IT teams and designated groups in the development and implementation of
telephony based business solutions

* Serve as a lead on tasks as assigned

* [Establish schedules and documentation including support processes and operating procedures

Administer the Communications Systems to provide effective support and service for the Airport’s

operations

Manage software release plans and schedules for Unified Communications solutions

Maintain standards for Unified Communications solutions

Enforce adherence to all change control and software release / patch management processes

Assist in developing strategies, selecting plans and developing new unified communication technologies

Second/Third level Communication Systems Service resolution and third tier support for work order

activities _

Support systems development in applications such as Interactive Voice Response (IVR) Systems

* Adhere to IT Change Management governance model, and confirm that the design and selection of new
solutions are in alignment with IT strategies and policies

» Remain current with developments in the field of Unified Communications

» Perform both systems analysis and programming as well as technical assistance
Analyze the organization’s present communications arrangements and develop and demonstrate types of
services that should be considered to meet their needs

 Oversee traffic studies and analyzes to confirm the network is operating at its optimum capacity, optimal
performance of telephone equipment, and optimal configurations of voice infrastructure and routing

» Perform Administrator functions of all Communication Systems Servers

¢ Provide support to customers and lower-tier technical staff with complex or difficult problems relating
to unified communications features including VoIP, Messaging, Audio Conferencing, Video
Conferencing, Presence, Collaboration, Interactive Voice Response and MS Exchange

* Encourage and facilitate the use of unified communications and collaboration technologies

¢ Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science or a related field and three (3) years of experience including broadly
based, progressive experience in a large telephony environment, experience in Internet Protocol (IP)
Telecommunications support role, and experience in VolIP technologies, Avaya. An equivalent combination
of education, training and experience will be considered. Experience with VoIP and Unified '
Communications systems required. Understanding of accounting practices desirable.

e @ & ¢ @




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Must have excellent analytical skills related to the job functions and requirements

Must be proficient in IP Telephony and the integration of Enterprise data and Telecom Networks

Must have a proficient knowledge of Avaya business communication solutions

Knowledge of Linux :

Knowledge of IP protocol configurations in Networked [Ethernet] environment

Experience extending enterprise voice and video solutions on mobile and tablet devices

Solid understanding of computer networking, information technology and unified communications

Must possess excellent verbal and written skills

Must be a self-motivated individual who can perform with minimal direction; provides proper advice

and recommendations to managers and employees at all levels

* Must possess the ability to work in a stressful environment and use professional etiquette when dealing
with Authority personnel and outside vendors

e Must operate as a leader for all customer facing collaboration technology efforts

s Able and willing to work alternate shifts or days as nceded

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license
¢ Related certification is desirable

SUPERVISORY RESPONSIBILITIES:
e None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this position
might exercise independent judgment and make decisions.)
» Sound judgment and creativity in solving highly complex technical problems
Work independently
Demonstrated ability to interface well with staff
Demonstrated customer service skills
Ability to prioritize and handle multiple tasks effectively

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Terminal Operations Agent Date: May 5, 2017

Department:  Airport Operations, Airline Division Grade/Level: Non-Exempt; L11
Rotating Shift: Yes
Shift Premium: No

Title of Immediate Supervisor: Supervisor, Terminal Operations

POSITION SUMMARY: Facilitate the safe and efficient transit of passengers through the airport
terminal facilities. Coordinate all terminal facilities so they are ready for airline usage. Provide service
and assistance to all airport customers.

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.

e Coordinate compliance with all regulatory requirements in the terminal services area.

¢ Conduct daily inspections of airport common areas, facilities and equipment and take appropriate
corrective action as required so there are optimal conditions for customer use.

¢ Prepare facilities for flight activity including restocking common facilities, assisting with paper stock
deliveries, setting up queue lines for flight check-ins, etc.

¢ Provide assistance to airline representatives regarding common use facilities to include ticket counter,
gate, baggage carousel assignments and assist with crowd control. Relay information to customers
using these facilities regarding operational or equipment changes and /or failures.

¢ Coordinate public safety and security in all airport areas.

¢ Provide customer service assistance, including foreign language translation assistance, to the traveling
public as needed.

¢ Respond to incidents involving airport customers, facilities, and lost items.

Provide accurate information of day’s events and enter in the daily duty log. Complete incident reports

as needed.

Respond to, trouble-shoot and report equipment problems to minimize delays.

Coordinate with Federal Agencies, Airline Representatives, Skycaps, Tour Operators and Contractors.

Confirm that all flight and directional signage data is displayed accurately.

Assist with training new staff as needed.

Maintain current inventory of GOAA equipment used and maintained in the Airline Division.

Maintain a courteous and professional attitude in dealing with guests and employees.

Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:
High School graduate or equivalent and two (2) years customer service experience, preferably in a
tourism or airline related industry, or an equivalent combination of education, training, and experience.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Effective oral and written communications skills

Multi-lingual skills desired

Basic keyboarding skills

Ability to lift 50 Ibs, for extended periods of time

Ability to follow instructions

Ability to operate a two-way radio

Must be able to work rotating shifts, early mornings, late evenings, holidays, and weekends
Strong customer service skills

High degree of proactive/reactive abilities

Ability to establish and maintain effective working relationships with the general public, fellow
employees and members of diverse cultural and linguistic backgrounds regardless of race, religion,
age, sex, disability or political affiliation

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license or state identification card

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (include examples of situations where this position

might exercise independent judgment and make decisions.)

Works under close supervision

Sets priorities for own work, makes day-to-day operational decisions based on standard policy
Passenger assistance - answering questions

Makes operational decisions about the reassignments of the common facilities; i.e.: gates, piers,
ticket counters, baggage claims

APPROVAL SIGNATURES:
( %,3, (—3 §\ zC\ )
Assistant Manager Date
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JOB DESCRIPTTION

Job Title: Terminal Operations Agent Lead Date: May 5, 2017
Department: Terminal Operations, Airline Division Grade/Level: Non-Exempt; L13
Rotating Shifts: Yes
Shift Premium: No

Title of Immediate Supervisor:  Supervisor, Terminal Operations

POSITION SUMMARY: Provide front line coordination in common use work areas. Relay information
between Supervisors, Agents and contracted personnel when appropriate. Document pertinent flight
information for use in reports. Staff working this position may be assigned to the Federal Inspection Station
(FIS) or terminal services function on a daily basis.

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.

¢ Coordinate compliance with FAA and Homeland Security rules and regulations.
¢ (Coordinate public safety and security in division’s areas of responsibilities.

e Provide customer service assistance to the traveling public. Provide foreign language assistance as
needed.

¢ Monitor compliance with policies and procedures.

e Conduct daily inspections of common facilities and equipment to provide optimal conditions for
customer use.

e Monitor and reassign GOAA and contracted personnel in operational areas as needed for efficient
processing through common facilities.

e Report and respond to medical emergencies, including completing necessary documentation.

e Provide training to new hires and contracted personnel as coordinated with the Supervisors.

Coordinate with Airline, SASO, and Federal Agency personnel to facilitate a smooth flow of

passengers and baggage through the FIS and Terminal areas.

Provide directional signage data input.

Collect daily flight data and other pertinent items and add to the appropriate reports.

Coordinate with supervisor, airline and federal agency for proper processing of diverted flights.

Coordinate with appropriate GOAA department on facility maintenance and security door operation.

Coordinate changes in gate, ticket counter and baggage claim device assignments.

Determine proper queue lines for smooth flow of passengers through terminal common use areas.

Operate baggage belt systems, respond to/troubleshoot problems with the common-use facilities and

take appropriate corrective action.

¢ Perform other duties as assigned,

EDUCATION / EXPERIENCE REQUIREMENTS:

High School graduate with four (4} years customer service experience, preferably in a tourism or airline
related industry, or an equivalent combination of education, training and experience. Leadership experience
desirable. Associate degree in Management or related field desirable.
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SPECTAL KNOWLEDGE, SKILLS, ABILITIES:

Effective oral and written communication skills

Ability to speak and understand English required, multi-lingual skills desired,

Basic knowledge of Microsoft applications and keyboarding skills.

Ability to lift 50+ 1bs. for extended periods of time.

Ability to follow instructions.

Ability to operate a two-way radio

Must be able to work rotating shifts, early mornings, late evenings, holidays, and weekends.
Strong customer service skills

High degree of proactive/reactive ability.

Ability to establish and maintain effective working relationships with the general public, fellow
employees, contracted personnel, and members of diverse cultural and linguistic backgrounds
regardless of race, religion, age, sex, disability or political affiliation.

LICENSES/CERTIFICATIONS REQUIRED:
» Valid Florida drivers license

SUPERVISORY RESPONSIBILITIES:
Exercise leadership over others doing closely-related work. Assign and allocate work, provide training, and
interpret and apply directions originating at higher levels (GOAA and contracted personnel).

LATITUDE AND/OR INDEPENDENT JUDGEMENT:
* Resolve scheduling conflicts relating to ticket counters, baggage claims, and baggage systems.
¢ Make routine operational decisions on equipment failures and alternate ways of processing

passengers and baggage to minimize delays.
e Reassign GOAA and contracted personnel in operational areas w1th0ut dlrect superwsmn
o Customer assistance - answer questions, provide information. -

APPROVAL SIGNATU%E%
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Department Manager Date’
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JOB DESCRIPTION

Job Title: Unified Communications Specialist ~ Date: October 27, 2017

Department: Information Technology Grade/Level: Non-Exempt; L16

Rotating Shift: No
Shift Premium: No

Title of Immediate Supervisor: Assistant Manager, User Services

POSITION SUMMARY: Coordinate and oversee all Mobile Device equipment, assist users as needed.
Monitor Low Voltage contracts. Provide Oracle requisition support to Unified Communications, User
Services, IT Security and IT Infrastructure areas. Provide a variety of both administrative and customer
support 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.

Coordinate and oversee all Mobile Device equipment. Process requests, verify approvals and
confirm eligibility for upgrades. Configure new devices, place Airwatch on them and assist users as
needed. Verify invoices, prepare payment and chargeback statements. Maintain equipment
inventory and confirm devices are returned from terminating staff.

Provide Tier 1 support for all mobile device equipment. Ask appropriate questions for basic
diagnosis of problem and forward to appropriate Technician or other IT staff for resolution. May
research non-complex problems associated with the organization’s end user devices and applications.
Coordinate with internal staff and with vendors for problem resolution; follow up with users to
confirm problem has been resolved

Accurately and efficiently document all activities.

Track Low Voltage contract data, monitoring amount of work orders and payment information.
Submit pay applications to appropriate team members, route and track approvals.

Provide Oracle requisition support for Unified Communications, User Services, IT Security and IT
Infrastructure areas

Process payments for Communication Systems invoices

Track expenses in support of budget planning and analysis efforts

Assist department staff with activities relating to end user support

Assist with updating IT asset management spreadsheets and reconciling procurement against
inventory per established gudelines and procedures

‘Serve as Departmental Record Coordinator

Confirm payroll for bi-weekly submittals; maintain all supporting documentation; maintain
personnel files for the Information Technology Department, tracking leave requests for vacation,
illness, etc. '

Maintain and validate asset management records, including an accurate account of mobile device
equipment inventory, and coordinate the annual reconciliation per established guidelines and
procedures

Establish and maintain departmental files and records.

Provide assistance as needed on work order processing and billing.

Performs other duties as assigned.




EDUCATION/ EXPERIENCE REQUIREMENTS:

High School diploma and two (2) years experience in a corporate Information Technology environment, or
an equivalent combination of education, training and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability to interface with users and staff and possess excellent oral and written communication skills
Demonstrated customer service skills

Must be clearly understood over normal telephone lines, command of the English language required
Some overtime work may be required during peak or emergency periods

Excellent organizational skills essential

Demonstrated technical and diagnostic/analytical skills

LICENSES/CERTIFICATIONS REQUIRED:
@ Valid State of Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ None

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

o Exercise considerable independence under general supervision
e Make independent decisions following established guidelines and procedures

APPROVAL SIGNATURES:
e 1=14-17
ediate Supervisor Date
WM /M%CM\ , [—14-17
Date
20T 4L 2]
Date

\2-1-17)

Senior Dlrect r, Huma esources & Rlsk Management - Date
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