




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 
Airport Operations - 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: 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 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 
     

Senior Vice President, Capital Programs 
Department: Capital Programs        Date: August 22, 2023 
Title of Immediate Supervisor: Chief Operating Officer     Pay Level: E2 
 
POSITION SUMMARY:  Provide senior-level leadership, guidance and direction of Architecture, Engineering, Construction, 
and Grant activities to the Greater Orlando Aviation Authority (GOAA). 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Oversight of Engineering and Construction activities including oversight of the design, bid and contract award 
process for capital projects; coordination with governmental agencies for grant preparation; approval and closeout 
processes. 

• Key participant in periodic update of GOAA’s strategic plan, the development and tracking of goals, objectives, 
strategies and tasks.   

• Establish a suitable business plan, objectives and priorities for each area of responsibility. 
• Manage the timely implementation of capital programs. 
• Develop policies, procedures, and resources necessary for the effective and efficient running of assigned areas.   
• Maintain the organizational structure best suited to accomplish the mission of the Aviation Authority.  Confirm 

processes are in place for effective selection, training and development of qualified staff, succession planning, 
communications, emergency response, business continuity, etc.  

• Develop Authority five-, ten- and twenty-year Capital Improvement Plans as well as annual capital budget requests.   
• Interact with local, state and federal governmental agencies as required.  
• Employ consulting services and other advisors as necessary to accomplish the purpose of the GOAA mission. 
• Demonstrate initiative and creativity by monitoring the capacity of airport systems and infrastructure and advancing 

the most cost-effective and timely projects necessary to meet airport demand.  
• Implement appropriate safety measures, and verify compliance with all active building codes and environmental 

regulations including local, state and federal permitting agencies.   
• Maintain a positive professional reputation in the community by engaging in projects of mutual interest and 

speaking engagements to local groups. 
• Serve as a voting member of Construction Committee, Procurement Committee, and other committees as 

appropriate.  
• Responsible for staying current on all GOAA emergency response procedures and verifying proper response as 

required. 
• Direct and oversee the work of staff.  Establish and maintain an efficient and effective organizational structure in all 

areas of assignment.  Confirm processes are in place for effective selection, training and development of qualified 
staff, succession planning, communications, emergency response, business continuity, etc.   

• Promote a work environment that reflect the Authority’s values, ethics, and integrity, and adhere to legal 
responsibilities. 

• Perform other duties as assigned. 
 

 
 
 
Bachelor degree in relevant technical area and ten (10) years progressively responsible management experience including 
the implementation of large capital programs at large (desired) or medium hub airports, or an equivalent combination of 
education, training and experience. 

MINIMUM QUALIFICATIONS:   

 



 
 

• Proven executive leadership and management skills  
• Analytical skills with a wide variety of Engineering/Construction management functions 
• Demonstrated skill in developing and implementing complex initiatives 
• Excellent oral and written communication skills in English; multi-lingual skills a plus  
• Excellent interpersonal and teamwork skills 
• Demonstrated ability to understand, critique, negotiate, market and manage contracts and insurance policies 
• Demonstrated skill in supervising and motivating staff, developing and implementing complex initiatives 
• Efficient and effective negotiation and time management skills 
• Computer skills and knowledge of business software applications. 
• Ability to effectively lead and/or participate as a member of GOAA Committees     
• Must be able and willing to work both standard and non-standard work schedules, including weekends to 

accommodate airport operations  
• Strong executive presence and the demonstrated ability to effectively communicate and engage with senior-level 

executives 
 

 
 

• Valid Florida driver’s license 
• Florida Licensure as a General Contractor, Professional Engineer, or Architect at time of hire or within 6 months of 

hire/promotion  
 
 
 

• Directly supervises a staff of approximately six (6); indirectly supervises a staff of approximately nineteen (19) 
 
 
 

• This is an executive level position, expected to show a high degree of independence, initiative, judgment and 
authority. 

• Judgment exercised in long- and short-term strategic planning, negotiations, policy development, and financial 
initiatives.  

• Independent decisions and recommendations based on industry and professional standards  
• Decision to engage outside contractors for specific assignments 
• Procedural changes, which affect other departments or which, by policy, require executive management or Board 

approval, are recommended to appropriate level of management  
• Create, design, appraise, analyze, interpret, negotiate and evaluate on a regular basis 

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

 
 
 
 
 
 
 
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/ COO   Date  Chief Executive Officer    Date 
 
 
        
Vice President, Human Resources  Date 
                
FLSA: Exempt Shift Premium:  N/A 
EEO Category: Officials and Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Senior Vice President, Capital Programs 

Department: Capital Programs         Date: August 22, 2023 
 
In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include additional 
requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 
Standing    X  3 
Walking    X  3 
Sitting  X    3 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X 1 
    X 1 
    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 Inspection/Reading/Editing X     3 
Writing  X     3 
Other       
       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 
Extreme Weather     X 2 
Noxious Fumes     X 1 
Chemicals     X 1 
Insects     X 1 
Heights, Confined Areas     X 2 
Excessive Noise     X 2 
Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 
GOAA/Personal Vehicle    X  3 
General Office Equipment (Computer, Copier, Fax, etc.)  X    3 
Other       
       
       
SUPERVISOR COMMENTS: 
 
 
 
 

 

                
Immediate Supervisor/ COO   Date  Chief Executive Officer    Date 
 
 
        
Human Resources - Compensation  Date 
  



        Job Description 
     

Senior Vice President, Internal Audit 
Department: Internal Audit        Date: September 28, 2023 
Title of Immediate Supervisor: Chief Executive Officer     Pay Level: E2 
 
POSITION SUMMARY: Direct a comprehensive internal audit program for the Greater Orlando Aviation Authority as 
outlined in the Authority’s Organizational Policy Internal Audit Section 150.01.  Provides guidance and advice to the 
Authority Board and executive management concerning the formulation and development of internal auditing policies and 
procedures regarding procedural, operational, and financial issues. Leads the Internal Audit Team to complete a wide range 
of professional assurance and consulting engagements and advisory services.  Measures and evaluates the effectiveness 
of the control structure for Authority departments, tenants, and concessionaires.  Serves as the Primary receiver of reports 
from the Authority’s Whistle-Blower Reporting Line, a mechanism to receive reports of suspected fraud, waste and abuse of 
the Authority’s resources, facilitating resolution of all reports received.  Performs investigations as needed throughout the 
Authority and with contractual entities in accordance with the Authority’s Organizational Policy Handling Suspected 
Dishonest, Fraudulent, or Wrongful Conduct Section 150.02.   
  
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Reports functionally to the Finance Committee and administratively to the Chief Executive Officer and is responsible 
to the  the Authority Board for the development and implementation of a comprehensive internal audit program for 
the Authority.  

• Establishes a flexible, risk-based annual internal audit plan, which is approved by the Finance Committee and the 
Chief Executive Officer, to provide management with reasonable assurance regarding the reliability and integrity of 
financial and operational information, effectiveness and efficiency of operational information, goals, and objectives,  
safeguarding of assets, compliance with policy and procedures, applicable laws, regulations, and contracts; and 
revenue recovery and/or cost savings. 

• Issues a report at least annually to the Finance Committee and Chief Executive Officer summarizing the results of 
audit activities. 

• Promotes the establishment of cost-effective internal controls by management and recommends measures to 
mitigate control weaknesses, fraud, waste, and abuse. 

• Promotes increased financial proficiency/efficiency in Authority departments and divisions by using post and pre-
system reviews, problem-solving techniques, and training in selected financial areas; 

• Directs and/or performs audits and/or reviews of Authority departments and divisions as necessary, including, but 
not limited to, financial, operational, managerial, compliance, information technology, performance, program or any 
combination of same;   

• Directs and/or performs compliance audits of various agreements and contracts with outside organizations in 
accordance with Authority policies and contractual requirements, such as, but not limited to: concessionaires, 
vendors, contractors, subcontractors, tenants, service providers, et. al.; 

• Directs and/or performs special projects, reports, analyses or investigations as directed by the Authority Board, 
Finance Committee or the Chief Executive Officer.  Investigations generally conducted or overseen require 
accounting and/or auditing knowledge, include but are not limited to, improper handling or reporting of money or 
financial transactions, embezzlement, destruction, intentional disappearance or alteration of records, conflicts of 
interest, or fraudulent activity by Authority employees, vendors,  concessionaires, tenants, contractors and their 
employees as well as third parties. 

• Directs and reviews the work of a professional internal audit staff engaged in the performance of independent 
procedural, operational, Information Technology (IT), financial audits, and investigations, including those with 
complex sensitive issues.    



• Direct and oversee the work of staff.  Establish and maintain an efficient and effective organizational structure in all 
areas of assignment.  Confirm processes are in place for effective selection, training and development of qualified 
staff, succession planning, communications, emergency response, business continuity, etc.   

• Supervises, coaches, and appraises direct reports. 
• Examines and evaluates the adequacy and effectiveness of the procedures and systems of procedural, operational, 

and financial controls for the Authority, tenants, concessionaires, and outside entities that have a relationship with 
GOAA.  

• Determines the theory, objectives, and scope of each audit or project, approves the comprehensive internal audit 
work program and the amount of time spent on audits.  

• Considers, plans, and oversees outsourced audit activities not limited to financial, construction, and IT. 
• Develops guidelines, documentation requirements and standards for audit work and reporting, in accordance with 

applicable professional auditing standards and control Frameworks (e.g. The Institute of Internal Auditors 
International Professional Practices Framework (IPPF));  

• Establishes policies, procedures, and manuals for the internal auditing function and directs its technical and 
administrative requirements in accordance with Audit Standards and Authority Policy.   

• Establishes and maintains a Quality Assurance and Improvement Program in conformance with audit standards 
(IPPF) that covers all aspects of the internal audit activity. Demonstrates compliance on all external assessments. 

• Evaluates the efficiency and effectiveness of the department’s functions and identifies areas for improvement. 
• Conducts post-audit conferences with management to discuss internal audit reports and makes recommendations 

for improvement to the Finance Committee and Executive Director.  
• Appraises the thoroughness of actions taken by management to implement recommendations for improvement. 

Interacts and communicates with internal and external senior management and principals. 
• Presents findings, recommendations to Authority Management and performs follow-up to previous audit findings. 
• Continually liaises with legal counsel and department personnel as appropriate on contractual changes, legal 

clarifications and identifying and communicating changes recommended to comply with Florida Statute, other 
regulations or Authority Policy, or industry practices which affect the Authority’s agreements and/or operations.  

• Provides management consultation to Authority departments to assist management in meeting its objectives to 
include but not be limited to, efficient and effective operations, facilitation, process design, training, and continuous 
process improvement. 

• Prepares reports, analysis, or research as requested by executive management. 
• Promotes a work environment that is based on the organization’s values, ethics, integrity, and legal responsibilities. 
• Establishes and maintains an efficient and effective organizational structure in all areas of assignment.  Verify 

processes are in place for effective selection, and development of qualified staff, succession planning, 
communications, emergency response, business continuity, etc. 

• Presents, participates, or attends relevant continuing professional education and training.  
• Serves on Authority Committees as assigned and participates in Authority-wide initiatives as needed. 
• Able and available to travel as needed. 
• Perform other duties as assigned, however, in accordance with the IPPF, should not have any direct operational 

responsibility, control, or authority over or perform functions that would normally be subject to subsequent internal 
audit review. 

 
 
 
Bachelor’s degree in Accounting, Business Administration or directly related field and ten (10) years related experience, or 
an equivalent combination of education, training, and experience.  Advanced degree preferred. 
 
 
 

• Demonstrated in-depth knowledge and skill in the interpretation and application of The IPPF, AICPA Audit and 
Attestation Standards, and GAO Government Accounting Principles. 

MINIMUM QUALIFICATIONS:   
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 



• General knowledge of federal, state, and local laws, ordinances, rules, regulations, and guidelines pertaining to 
fiscal management of government agencies, including those funded by federal grants. 

• Understands the theoretical and practical aspects of an analytical, technical, or professional discipline or the basic 
knowledge of more than one professional discipline. 

• Ability to understand and interpret provisions of various contracts between the Authority and external companies 
and contractors. 

• Demonstrated skill in evaluating, supervising, and motivating staff.  Effective delegation and supervisory skills, 
teambuilding. 

• Proficient with electronic audit work paper software.    
• Knowledge and application of data query software (ACL desired), automated financial and management information 

systems basics, procurement and contracting practices, statistical sampling, qualitative and quantitative analysis, 
and financial, cost and management accounting. 

• Knowledge of management and organizational theory, construction accounting and auditing, and federal and state 
grant policies, procedures, and accounting.  

• Ability to perform work with objectivity and integrity and ability to maintain confidential information. Must adhere to 
the Authority’s and the professions ethical standards and department’s independence. 

• Must have professional level written and oral communication abilities. 
• Analytical, problem solving and decision making skills, mediation, consensus-building, and conflict resolution skills. 
• Strong executive presence and the demonstrated ability to effectively communicate and engage with senior-level 

executives. 
• Ability to maintain professional certifications. 

 
 
 

• Valid Florida driver’s license  
• Two professional certifications required; one must be a Certified Public Accountant (CPA) or Certified Internal 

Auditor (CIA).  Other certifications may be considered; Certified Information Systems Auditor (CISA) or Certified 
Fraud Examiner (CFE) preferred.  

 
 
 

• Directly supervises a staff of approximately three (3) employees; indirectly supervises a staff of approximately 
seven (7) employees. 
 
 
 

• Shall be free from interference in determining the scope of all internal audit activity, performing work (including 
procedures, frequency, timing), and communicating results. 

• Has immediate full access to all Authority personnel, physical property and records; to examine, copy and/or use, 
all or any portion of such records without limitations. 

• Expected to work independently without direct supervision. 
• Independent decisions on industry and professional standards and the scope and methodology of auditing 

procedures to execute the annual audit plan. Develops long-range audit coverage with approval of the Finance 
Committee. 

• Independent professional judgment in resolving complex and/or sensitive accounting and auditing issues. 
• Interpret policy, agreements, laws, regulations, etc. 
• Assessment of the degree of risk. 
• Efficient and effective time management skills to continually manage multiple tasks. 
• Recommend engaging outsourcing of auditors and audit assignments. 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



• Procedural changes which affect other departments of which, by policy, require executive management or Board 
approval are referred for authorization to implement.  Actions which could significantly impact the Authority’s costs 
or service levels, the Authority’s liability or which could prove controversial for the Authority are referred to executive 
management or the Board for approval. 
 

This Job Description is intended to be comprehensive and to provide details of the position for which it has been written.  However, this 
Job Description is not intended to limit any of the duties, responsibilities or activities that may be required of the employee who is 
employed in the position.  Other duties, responsibilities or activities may be assigned or may change at any time with or without notice.  
The Authority reserves the discretion to revise this Job Description at any time. 
 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/ CEO   Date  Vice President, Human Resources   Date  
                
FLSA: Exempt Shift Premium:  N/A 
EEO Category: Officials and Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Senior Vice President, Internal Audit 

Department: Internal Audit         Date: September 28, 2023 

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

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 
Standing    X  2 
Walking    X  2 
Sitting  X    2 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X 2 
    X 1 
    X 1 

Bending/Stooping     X 1 
Pushing, Pulling and/or Digging     X 1 
Reaching over head     X 1 
Kneeling, Crawling     X 1 
Climbing (ladders, stairs, hills)     X 1 
Typing/CRT (attention to detail)  X    3 
Speaking & Hearing X     3 
Detailed Inspection/Reading/Editing X     3 
Writing  X     3 
Other       
       

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

 

 

       
Immediate Supervisor/ CEO Date Human Resources - Compensation  Date 
  



        Job Description 
     

Senior Vice President, Planning & Environment 
Department: Planning         Date: September 25, 2023 
Title of Immediate Supervisor: Chief Operating Officer     Pay Level: E2 
 
POSITION SUMMARY:  Responsible for the oversight of the Planning and Environmental Departments.  Provide strategic 
analysis and recommendations to COO including the review and economic analysis of major projects being considered by 
the Greater Orlando Aviation Authority (GOAA) and for the analytical support of the Authority’s international and domestic 
air service marketing and economic development efforts. Represent the Authority in assigned matters pertaining to GOAA’s 
interest. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Oversight of all Planning activities including capital improvement programs, capacity studies, forecasts of future 
aviation activity, multi-modal development and preparation of strategic and master plans. 

• Assemble and analyze statistical and economic information related to development patterns at Orlando and 
elsewhere to support the Authority’s efforts to (1) market Orlando as an international gateway and an 
international/domestic transfer point and (2) expand domestic air service. 

• Identify underserved and potential markets and develop presentation and marketing materials to demonstrate to 
airport stakeholders, government officials and other influential parties the attractiveness of the Orlando market. 

• Oversight of Environmental, Sustainability and Wayfinding activities; monitor and evaluate the progress of initiatives 
which includes, signage, wetland permitting and mitigation, air, water and solid waste issues; permit compliance. 

• Review and analyze major Authority projects, focusing on economic justification and financial feasibility, appropriate 
priority and timing, interrelationships with other projects, and compatibility with the Authority’s stated mission and 
goals. Coordinate the activities necessary to confirm the projects’ technical, economic, financial, and legal 
feasibility. 

• Participate in the Authority’s planning efforts, particularly the development of the annual objectives and those 
master planning and other planning tasks with a horizon of more than one year. Develop and evaluate alternative 
strategies for the accomplishment of the Authority’s objectives. 

• Propose and initiate studies of projects and alternative actions in order to advance the Authority’s mission and 
goals. Identify and define problems in Authority activities and propose, carry out or coordinate studies to find 
effective solutions. 

• Define and evaluate the effects of Authority projects on the airlines, other airport tenants and users, the traveling 
public, and other regional entities and activities. The Department will also evaluate the effects of activities by these 
groups on the Authority.  

• Support the activities of the Airline Operations Department in handling international and domestic operations 
through Authority-managed space. 

• Participate in the appropriate Authority staff committees, including the Concessions Procurement Committee, 
Construction Finance Oversight Committee, Ground Transportation Committee, Commercial Property Development 
Committee, Design Review Committee, airline and Board agenda reviews, airline negotiation sessions, and other 
working groups needed to coordinate the development and implementation of the Authority’s objectives. 

• Perform other duties as assigned. 
 

 

 

 

 

 



 
 
 
Bachelor degree in economics, planning, transportation, finance or related fields preferred and ten (10) years of experience 
in financial or economic analysis, and/or long-range/strategic planning in increasingly responsible positions in related field, 
or an equivalent combination of  related education, training, and experience.  Aviation related work experience for a 
consulting firm, a construction company preferred.   A.A.E accreditation preferred. 
 
 
 

• In-depth knowledge of the aviation industry with emphasis on aviation planning, environmental permitting / 
compliance, principals of commercial and aeronautical leasing, operations, cargo, and financial and marketing 
strategies. 

• Demonstrated presentation skills, both written and oral. Ability to prepare effective presentations to strategic and 
economic marketing and project analyses. 

• Demonstrated ability to supervise, guide and motivate staff and consultants to support achievement of strategic 
planning, and development goals. 

• Demonstrated ability to interact will all levels of GOAA staff; legal, marketing, financial, planning and management 
consultants; representatives of local, state, and federal government agencies; and all levels of the economic 
development community. 

• Demonstrated knowledge of statistics, forecasting methodologies, financial analysis, and business presentation 
techniques.  

• Computer skills using personal computer packages including financial, statistical, database and graphic 
presentation software preferred. 

• Ability to interpret and compile statistical data, prepare detailed reports, contracts, and analyze legal and financial 
documents.  

• Knowledge of design, estimating, project and program scheduling, efficient time management methods 
• Efficient and effective time management skills 
• Demonstrated leadership skills  
• Excellent written and oral communication skills, strong presentation skills, and the ability to communicate effectively 

in English 
• Knowledge of engineering and construction means and methods, and management principles  
• Ability to effectively lead and/or participate as a member of GOAA Committees. 

 
 

 
• Valid Florida driver’s license  
• AAAE and/or APA-AICP related certifications preferred 

 
 
 

• Directly supervises a staff of approximately eight (8); employees, as well as direct and indirect oversight of 
contracted staff 
 
 
 

• Executive level position expected to demonstrate high degree of independence, initiative, judgment, and authority. 
• May exercise independent judgement in complex technical issues, complete analysis,  make related presentations, 

weigh conflicting data/priorities and recommend actions,  communicate abstract concepts or complex technical 
data,  research issues and evaluate the resulting data 

• May require high level negotiation skills 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



• Develop policy, procedure and controls 
• Actions which could significantly impact the Authority’s costs or service levels, the Authority’s liability or which could 

prove controversial for the Authority are referred to executive management or the Board for approval. 
 

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

 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/COO   Date  Chief Executive Officer    Date 
 
 
        
Vice President, Human Resources  Date 
                
FLSA: Exempt Shift Premium:  N/A 
EEO Category: Officials & Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Senior Vice President, Planning & Environment 

Department: Planning         Date:  September 25, 2023 

 

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

additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  3 

Walking    X  3 

Sitting  X    3 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing X     3 

Writing  X     3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather    X  3 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 3 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle    X  3 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

      
Immediate Supervisor/COO  Date  
 
 
      
Human Resources - Compensation  Date  



        Job Description 
     

Senior Vice President, Public Affairs  
Department: Public Affairs        Date: September 28, 2023   
Title of Immediate Supervisor: Chief - External Affairs     Pay Level: E2 
 
POSITION SUMMARY:  Oversee all external and internal communications efforts for the Greater Orlando Aviation Authority 
(GOAA), including crisis management, media relations, senior leader communications, the development of integrated 
change management and communications plans, brand planning and execution of critical meetings and events. Advise the 
Chief Executive Officer (CEO) and the leadership team on communication matters.  
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Leverage communications strategies, focus on customer service and economic development role in the region, and 
considering the viewpoint of multiple stakeholders. Assist with synergistic messaging and brand consistency across 
all communications channels, and drive overall communications to achieve GOAA strategic goals and position 
GOAA airports strategically both nationally and internationally.  Make formal recommendations to Board, staff and 
stakeholders to promote the GOAA brand. Monitor the effectiveness of communications programs. 

• Build and maintain relationships with journalists, industry representatives, online influencers and key internal 
stakeholders.  Serve as a key media contact; responsible for enhancing and cultivating relationships with the media 
and public relations industry.  Proactively pitch stories to media that position GOAA as specialists on key 
airport/aviation industry issues as well as updates on expansion, capacity, customer service and other amenity 
projects. Oversee the development and distribution of press materials, key messages and speeches, Q&A 
documents, and key presentations. Mentor, review, and approve team member communications. In crisis situations 
confirm, communicate and coordinate messaging and information and set up of Joint Information Center for media 
response and the inclusion of other agencies as the situation requires. 

• Prepare leaders to represent the Authority in a positive manner and help manage media communications around 
sensitive situations.  Implement coaching techniques to prepare spokespeople and leaders for interviews and 
speaking engagements.   

• Collaborate with other Communications Directors, Directors, media relations specialists and communicators within 
the Authority and throughout the community.   

• Direct and oversee the work of staff.  Establish and maintain an efficient and effective organizational structure in all 
areas of assignment.  Verify processes are in place for effective selection, training and development of qualified 
staff, performance reviews, succession planning, communications, emergency response, business continuity, etc. 

• Work with community organizations in promoting the GOAA brand, messaging and coordinating the positive assets 
of the Authority and its responsibilities. 

• Develop and effectively administer assigned budgets. 
• Overall responsibility for compliance with federal, state, local and other laws, rules, regulations and permits. 
• Recommend and implement policies, procedures, safety measures, emergency response plans, etc. 
• Maintain a work environment that promotes the organizations values, ethics, integrity and legal responsibilities. 
• Perform other duties as assigned. 

 
 
 
Bachelor degree in Communications, English, Public Relations, Journalism or related field, and a minimum of ten (10) years 
progressively responsible management experience that includes proven success in the following: developing and executing 
external communications strategy and plans for a large organization, preferably in professional services; managing and 
delivering sensitive, crisis and executive communications in a large-scale corporate environment; and advising/interacting 
with senior executives and public officials, or an equivalent combination of education, experience and training.  
Television/media industry experience preferred. 

MINIMUM QUALIFICATIONS:   
 



 
 

• Effective oral and written communication skills 
• Demonstrated ability to engage and lead team members, providing effective guidance, coaching and capability 

development, maintaining close understanding of all team activities, ensuring high quality for all 
activities/deliverables, and implementing course corrections when needed 

• Excellent public speaking and presentation skills 
• Demonstrated ability to measure the effectiveness of communication strategies and approaches 
• Demonstrated ability to work across internal and external communications lines with understanding of how the 

influence each other 
• Highly skilled in emergency interactions with media 
• Proven ability to pursue outreach and develop relationships in the community and region to promote the Aviation 

Authority’s community value and partnerships 
• Intermediate computer skills in Microsoft Office programs 
• Demonstrated leadership skills and effective management style 
• Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects 

 
 
 

• Valid Florida driver’s license  
 
 
 

• Directly supervises a staff of approximately three (3) employees 
• Oversight responsibility for department of approximately seven (7) employees 

 
 
 

• Highest level of judgment required to manage GOAA’s message during emergency or crisis situations. 
• Failure to represent the Authority accurately could result in misrepresentation of the Authority, with potential legal 

complications and an overall negative impact 
 

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

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



Physical Requirements and Working Conditions  
 

Senior Vice President, Public Affairs  

Department: Public Affairs        Date: September 28, 2023 

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

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 
Standing    X  2 
Walking    X  2 
Sitting  X    2 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X 2 
    X 1 
    X 1 

Bending/Stooping     X 1 
Pushing, Pulling and/or Digging     X 1 
Reaching over head     X 1 
Kneeling, Crawling     X 1 
Climbing (ladders, stairs, hills)     X 1 
Typing/CRT (attention to detail)   X   3 
Speaking & Hearing  X    3 
Detailed Inspection/Reading/Editing  X    3 
Writing  X     3 
Other       
       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 
Extreme Weather     X 1 
Noxious Fumes     X 1 
Chemicals     X 1 
Insects     X 1 
Heights, Confined Areas     X 1 
Excessive Noise     X 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 
Video and Camera Equipment      X 3 
       
       
SUPERVISOR COMMENTS: 
 
 
 
 

 

 

       
Immediate Supervisor/CEO  Date Human Resources - Compensation Date 
  















































































































































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, Maintenance Support Date: November 20, 2012 

Department: Maintenance      Grade/Level: Non-Exempt; L21

        Rotating Shifts:  No
        Shift Premium:  No 
Title oflmmediate Supervisor: Manager, Airfield  & 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 
































	Maintenance Dispatcher - L16 - 5-2019
	Maintenance Support (OIA & OEA) - B1 - 1-2017
	Manager, Access Control and Security Compliance - L29 - 6-2017
	Manager, Air Service & Business Development - L29 - 10-2017
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