




































































JOB DESCRIPTION 

Job Title: Manager, Automation Software 

Department: Information Technology 

Title of Immediate Supervisor: Director, Information Technology 

Date: July 11, 2014 

Grade/Level: Exempt; L33 

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

RESPONSIBILITIES: 

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

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

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

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

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

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

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

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

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

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































































JOB DESCRIPTION 

Job Title Manager, Concessions 

Department: Concessions 

Title oflnnnediate Supervisor: Deputy Executive Director 

POSITION SUMMARY: 

Date: January 13, 2011 

Grade: Exempt, 131 

Manages a world-class concessions program for the traveling 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 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. 

• 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 Connnittee
(CPC), including minimum acceptable fees. Prepare draft Board agenda items for CPC
reconnnendation. 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 plauners 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
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Position Questionnaire - Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Manager, Concessions 
Concessions 

Date 
Section 

January 13, 2011 
221 

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

Frequency 

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

c. 

Bendin�iStoooing 

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

Physical Effort 

0 - 20 lbs. 
-

21-40 lbs
-

50+ lbs. 

Pushing, Pulling, and/or Diooing 

Reaching over Head 

Kneeline:, Crawling 

Climbing (ladders, stairs, hills) 

Tvoing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Insoection/Reading/Editing 

Writing 

Other 

Constant 

Importance 

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

Verv Freauent Freanent Occasional Rare Imnortance 

X 2 

X 2 

X 3 

X 1 

X I 

X I 

X 2 

X 1 

X 1 

X 1 

X I 

X 3 

X 3 

X 3 

X 3 































































JOB DESCRIPTION 

JOB TITLE: Manager, Facility Assets 

DEPARTMENT: Maintenance 

TITLE OF IMMEDIATE SUPERVISOR: Director, Maintenance 

DATE: June 23, 2014 

GRADE/LEVEL: Exempt; 129 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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







Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Manager, Facility Assets  
Maintenance 

Date 
Section 

June 23, 2014 
631 

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

Frequency 

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bendin�/Stooping 

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

Phvsical Effort 

0- 20 lbs. 

21- 50 lbs. 

50+ lbs. 

Pushing, Pulling, and/or Di0oing 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

X 

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

Verv Frequent Freouent Occasional Rare Imnortance 

X 1 

X 1 

2 

X 2 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 3 

X 3 

X 3 

X 3 











































































































































































































































































JOB DESCRIPTION 

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

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

Title of Immediate Supervisor: Manager, Parking Operations 

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

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

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

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

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

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

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

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

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

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





Job Description Supplement 
· Physical Requirements and Working Conditions

Position Title 
Department 

Parking Systems Auditor     
Transportation Contracts 

Date 
Section 

September 12, 2014 
234 

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

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

c. 

Bending/Stooping 

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

Phvsical Effort 

0 - 20 lbs. 

21-40 lbs

50+ lbs. 

Pushing, Pulling, and/or Digging 

Reaching over Head 

Kneelin)(, Crawlin)( 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Speakin)( & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

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

Verv Freauent Freauent Occasional Rare Imoortance 

x I 

x 3 

x 3 

x 3 

x 3 

x 3 

x 2 

x I 

x 3 

x I 

x I 

x 3 

x 3 

x 3 

x 3 























JOB DESCRIPTION 

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

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

Title oflmmediate Supervisor: Assistant Director, Airport Operations 

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

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

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

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

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

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

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

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

• Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS: 

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





Position Questionnaire - Supplement 
Physical Requirements and Working Conditions 

Position Title: 

Department: 

Project/Construction Coordinator      Date: August 20, 2012 

Airport Operations - Landside Section: 417 

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

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

Standing 

Walkins 

Sitting 

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

Physical Effort 

Lifting A. 0-20 lbs.

B. 21-50 lbs.

C. 50+ lbs.

Bending/Stooping 

Pushine, Pulling, and/or Digging 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Typing/CRT (attention to detail) 

Sneaking & Hearing 

Detailed Insoection/Reading!Editing 

Writing 

Constant 

x 

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

Ve� Frequent Frequent Occasional Rare Importance 

x 3 

x 3 

x 3 

x 3 

x 3 

x 2 

x 3 

x I 

x 3 

x I 

x 3 

x 3 

3 

x 3 

x 3 











































































JOB DESCRIPTION 

Job Title: Revenue Control Analyst

Department: Finance 

Date: October 23, 2014 

Grade/Level: Exempt; L23 

Title of Immediate Supervisor: Supervisor, Revenue Control 

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

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

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

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

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

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

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

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

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

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

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

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







Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Revenue Control Analyst  
Finance 

Date October 23,, 2014 
Section: 111 

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

Frequency 

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

c. 

Bendin!!/Stooning 

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

Phvsical Effort 

0 - 20 lbs. 
-

21- 50 lbs.
-

50+ lbs. 

Pushing, Pulling, and/or DjQQing 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Speaking & Hearing 

Detailed lnsnection/Readin�IF.ditine: 

Writing 

Other 

Constant 

x 

x 

x 

x 

x 

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

Verv Frequent Freqnent Occasional Rare Imnortance 

x 2 

x 2 

3 

x 2 

x 2 

x I 

x 2 

x 2 

x 2 

x 2 

x 2 

3 

3 

3 

3 















































































































JOB DESCRIPTION 

Job Title: Senior Administrative Assistant 

Department: Small Business Development 

Title of Immediate Supervisor: Director, Small Business 
Development 

Date: May 25, 2014 

Grade/Level: Non-Exempt; 116 
Rotating Shifts: No 
Shift Premium: No 

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 
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 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 travel 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.





·-

Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Senior Administrative Assistant 
Small Business Development 

Date May 25, 2014 
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 

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stoooing 

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

Physical Effort 

0 -20 lbs. 
-

21- 50 lbs. 
-

50+ lbs. 

Pushing, Pulling, and/or Di!!!!irn, 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Soeaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Constant 

X 

X 

X 

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

Ve�• Frenuent Frenuent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 2 

X 2 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

3 

3 

3 

X 3 





JOB DESCRIPTION 

Job Title: Senior Analyst, Parking Revenue 

Department Parking Operations 

Date: September 12, 2014 

Grade/Level: Non-Exempt; L20
· 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. 

• 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.

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

• 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.

• Monitor parking contractor's adherence to approved policy and procedural standards in relation to
revenue collection

• 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
• Develop and maintain management and departmental reports, including Historical OIA Parking

statistics.
• Primary contact for parking revenue, contractor budgetary issues and invoice processing
• Perform financial analysis and audit functions
• Perform other duties as assigned























































































JOB DESCRIPTION 

Job Title: Senior Facility Assets Coordinator 

Department: Maintenance 

Title oflmmediate Supervisor: Manager, Facility Assets 

Date: June 12, 2012 Level: 

Non-exempt; 120 

Rotating Shifts:  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. 

• 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.

• 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.

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

• Support the in-house warranty claims process.

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

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

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

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

• Perform other duties as assigned.













































JOB DESCRIPTION 

Job Title:  Senior Production Technician  

Department: Public Affairs 

Title oflmmediate Supervisor: Manager, Public Affairs 

Date: February 16, 2015 

Grade/Level: Non-Exempt; L20 
Rotating Shifts: No 
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 presentations. As the Senior Technician, provide guidance and

- -aSJ-si.s.tance_to theJ'rnductionie.chnician. 
- - - -- - --

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
overseeingmain1enance crews assigned to a project, and the completion ofrelated 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.

• 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 Power Point 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





Job Description S .bplement 
Physical Requirements a 11d Working Cone • I• 

1t1 ons 
I' 

Position Title Date
Department Secti

Senior Production Technician

Public Affairs 

In the spaces below, please note what kind of physical mental activities 

Freguency 
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)

February 16, 2015 ! 

! 021 ' 

are involved in performing you 'Jr-... ,-·;-,,--
I I Importance 

3 - Critica ,, . 

1 

p
1 , �f Job; can't be done any other way 

2- Import Pl�i bu! may be performed in some other way 
I l;,I I 1-NotCr ical; may be reassigned or not performed at all

11 

I i 

Phvsical Effort Constant Verv Fremlent Freauent 
I ll , 01 c� Jonal Rare Importance 

' 

I : Standing X I 3 I 

Walking X I 3 
Sitting X I 2 
Lifting A. 0 - 20 lbs. X 3 

B. 21- 50 lbs. X 3 
C. 50+ lbs. X 3 

Bending/Stoooing X I I 3 
Pushing, Pulling, and/or Digging X 3 
Reaching over Head X 2 
Kneeling, Crawling I X 3 
Climbing (ladders, stairs, hills) X 3 
Tyoing/CRT (attention to detail) X 2 
Sneaking & Hearing I X 
Detailed Inspection/Reading/Editing X I 3 
Writing i X I 2 
Other 

I 

I 

















































JOB DESCRIPTION 

Job Title: Service Desk Technician 

Department: Information Systems 

Date: March 23, 2015 

Grade/Level: Non-exempt; L17 

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 peiformed 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 preventative and regular maintenance on personal computers, peripherals and
other equipment as required.

• Performs installation, configuration, relocation and support of the Authority's computer
equipment and workstation software.

• Responsible for the timely completion of assigned work orders.

• Maintains an on-hand inventory of computer related parts and supplies for repairs and
upgrades.

• Receives user helpdesk calls, documents user's requests, and provides telephone
assistance for troubleshooting, installation and configuration of the Authority's
computers and software.

• 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. 





Position Questionnaire - Supplement 
Physical Requirements and Working Conditions 

Position Title: Service Desk Technician 
Department: Information Technology 

Date: March 23, 2015 
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 

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

Occasional 
Rare 

Standing 

Walking 

Sitting 

Lifting A. 

B. 

c. 

BendinwStooping 

- 51-80% (41/2-6 hours per 8 hour day)
- 21-50% (2 1/2-4 hours per 8 hour day)
- 6-20% (1-2 hours per 8 hour day)
- 0-5% (Less than 1 hour per 8 hour day)

Phvsical Effort 

0 - 20 lbs. 
-

21-50 lbs.
-

50+ lbs. 

Pushing, Pulling, and/or Digging 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CRT (attention to detail) 

Sneaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

Importance 

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

Ve� Freauent Freauent Occasional Rare Imoortance 

X 3 

X 3 

X 3 

X 3 

X 3 

X 3 

X 3 

X 2 

X 2 

X 2 

X 2 

X 3 

X 3 

X 3 

X 3 

























































































































JOB DESCRIPTION 

Job Title: Supervisor, Graphics 

Department: Maintenance 

Title of Immediate Supervisor: Manager, Terminal Facilities 

Date: November 14, 2012 

Grade/Level: Non-exempt; L21

Rotating Shifts:  No 

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
• Determine material requirements for routine maintenance and project work; maintain adequate

shop stock levels and requisition additional materials as required
• 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
• 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, 
training and experience. Bachelor of Arts degree in Graphic Design desirable. 





Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, Graphics 
Maintenance 

Date 
Section 

November 14, 2012 
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 
Constant - More than 80% (6 1/2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sittine 

Lifting A. 

B. 

C. 

Bending/Stooping 

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

Phvsical Effort 

_ 0- 20 lbs. 

21- 50 lbs.
-

50+ lbs. 
-

Pushing, Pulling, and/or Di••ing 

Reachin2: over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CRT (attention to detail) 

Speaking & Hearing 

Detailed Insoection/Readino!Pditine 

Writing 

Other 

Constant 

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

Verv Freqnent Freqnent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 2 

X 3 

X 3 

X 3 













JOB DESCRIPTION 

Job Title: Supervisor, HVAC 

Department: Maintenance 

Date: June 9, 2015 

Grade/Level: Non-exempt; 122

Rotating Shifts:  No

Shift Premium:  No 
Title of Immediate Supervisor: Manager, Plant Maintenance 

POSITION SUMMARY: Supervises HV AC Technicians in maintenance and repair of all equipment 
and related control systems pertaining to heating, ventilation, and air conditioning equipment. 

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 operation of the HV AC Shop.

• Responsible for the effective and efficient operation and maintenance of the central energy plant and 
all related HV AC systems and controls.

• Plan, schedule, and supervise preventive maintenance activities to ensure completion 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 ofresponsibility.

• Maintain accurate and timely payroll reporting functions and perform administrative duties as 
required.

• Develop and monitor annual budget.

• Perform other duties as assigned. 





-Job Description Supplement
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, HVAC 
Maintenance 

Date 
Section 

June 9, 2015 
685 

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 
Very Frequent 
Frequent 
Occasional 
Rare 

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

Phvsical Effort Constant 

Standing 

Walking 

Sittine 

Lifting A. 0 -20 lbs.

B. 21- 50 lbs.

C. 50+ lbs.

Bending/Stooping 

Pushing, Pulling, and/or Dieeing 

Reaching over Head 

Kneeling, CrawHn" 

Climbing (ladders, stairs, hills) 

Tvoing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Inspection/Readine/Editing 

Writine 

Other 

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

Verv Frru1uent Freauent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 

I 

1 

1 

1 

1 

1 

I 

X 2 

X 3 

X 3 

X 3 

























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

Shift Premium:  No Title oflmmediate Supervisor: Manager, Landside Operations 

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 
fanction which may be performed by this job class. The omission of specific statements does not 
preclude management from assigning specific duties not listed if such duties are a logical assignment 
to the position.) 

• 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 oflost 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 Control
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.

















JOB DESCRIPTION 

Job Title: Supervisor, Maintenance Support 

Department: Maintenance 

Date: November 20, 2012 

Grade/Level: Non-Exempt; L21

Rotating Shifts:  No

Shift Premium:  No 
Title oflmmediate 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 
eve1y 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 and supervise the day-to-day operation of the Maintenance Support Shop.
• 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. 
• Schedule daily courier service, ensure schedules are met, arrange for special courier

service as required.
• 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 budgetary requirements.
• 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: 

• Demonstrated leadership/supervisory skills

o Organizational skills
• Math skills as required for payroll and budget responsibilities





Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, Maintenance Snpport  
Maintenance 

Date 
Section 

November 20, 2012 
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 

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stooping 

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

Phvsical Effort 

0 - 20 lbs. 

21- 50 lbs.

50+ lbs. 

Pushing, Pulling, aud/or Digging 

Reachine over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Soeakine & Hearine 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

Importance 

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

Verv Frequent Frequent Occasional Rare Importance 

X 3 

X 3 

X 3 

X I 

X 1 

X 1 

X 1 

X 1 

X 1 

X I 

X 1 
' 

X 2 

X 3 

X 3 

X 3 







































































JOB DESCRIPTION 

Job Title: Supervisor, Terminal Electrical 

Department: Maintenance 

Date: January 8, 2013 

Grade/Level: Non-exempt; L22
Rotating Shifts:  No
Shift Premium:  No 

Title oflmmediate Supervisor: Manager, Electrical Systems 

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 fanction which may be performed by this job class. The omission of 
specific statements does not preclude management from assigning specific duties not listed 
if such duties are a logical assignment to the position. 

• 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.
• Establish and maintain the necessary records and reports to ensure product and

equipment reliability.
• 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 ofresponsibility.
• 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 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 equival enteomhinatirm0fedueati0n. training, and eKpeFienGe. A�sociat® 
degree in electrical related field desirable. 





Position Title 
Department 

Constant 
Very Frequent
Frequent 
Occasional
Rare 

Standing 

Walking 

Sitting 

Lifting 

Job Description Supplement 

Physical Requirements and Working Conditions 

Date January 8, 2013 Supem!'isor, Terminal Electrical 
Main!¢nance Section 687 

1J the spaces below, please note what kind of physical mental activities are involved in performing your job. Also de&ribe the working conditions. 

I Frequency Importance 
- ore than 80% (6 l/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way 

11 

l-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but maybe performed in some other way 
- :: l-50% (2 l/2-4 hours per 8 hour day) I - Not Critical; may be reassigned or not performed at all 

1111 - -20% (l-2 hours per 8 hour day) 
II I 

- , 15% (Less than I hour per 8 hour day) 

ill
Pl!ysical Effort I Constant I Very Frequent I _Frequent I Qccasional I Rare I Importance 

[ I I I x I I I 3 

� I I I x I I I 3 

� I I I x I I I 3 

A. 1h-2olbs. I I I I X I 

B.-t- 50 lbs.

c. l�o+ lbs. 

X 

X 

l 

1 

Bending/Stooping X 1 

Pushing,_ r!!!ling, and/o 1

! I bigging 
Reaching over Head U 
Kneeling, Crawling u 
Climbing (ladders, staJ ,I hills) 

Typing/CRT (attentio:Jl detail) 

Speaking & Hearing U 
Detailed Inspection/�ing/Editing 

Writing u 
Other u 

X 

X 

X 

X 1 

X 1 

X 1 

X 1 

X 2 

3 

3 

3 













JOB DESCRIPTION 

Job Title: Supervisor, Terminal Operations 

Department: Terminal Operations - Airline Division 

Date: November 11, 2014 

Grade/Level: Non-exempt; L21 
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. 

• Ensure the highest levels of quality assurance and customer service are provided throughout the terminal
area, as assigned.

• Ensure compliance with CFR 1542, TSA and federal regulations, rules and protocols relating to assigned
areas of responsibility.

• Schedule and manage the daily use of the common facilities (ie: gates, ticket counters, baggage sortation
areas, baggage claim devices and FIS).

• Develop and monitor staff schedules for effective and efficient operation of assigned area(s).
• May oversee the day to day operation and maintenance of the Flights Information Displays and the

Common Use Terminal Equipment.
• 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.

• Coordinate with Federal Agencies, Airline Representatives, Essential Service Operators Skycaps and
Tour Operators.

• 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.

• May ensure the processing and removal of recyclable materials and maintain related paper work.
• Monitor and record customer service performance through random surveys to ensure contractual

compliance.
• Perform other duties as assigned.
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