






        Job Description 
     

Deputy Chief Financial Officer 
Department: Finance         Date: August 16, 2023 
Title of Immediate Supervisor: Chief Financial Officer     Pay Level: E2 
 
POSITION SUMMARY: Responsible for all finance, accounting, financial reporting, and financial application activities for the 
Aviation Authority.  Provide guidance and advice to other directors and staff regarding financial policies and procedures, and 
direct the department in implementing those policies and procedures.  
 
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: 
 

• Develop and implement policy regarding accounting procedures, investments, budgets, and financing methods and 
options. 

• Develop and distribute fiscal reports. 
• Develop and present annual and supplemental budgets for consideration by the Chief Financial Officer, Chief 

Executive Officer and the Authority Board. 
• Serve as coordinator on all financing matters. 
• Negotiate complex financial arrangements with other entities. 
• Serve as committee member on various Sunshine Committees.  
• Confirm staff training and development programs are in place to provide opportunities for growth as well as 

continuity of work during absences, year-end, etc.  Develop overall department performance standards; maintain 
consistency and excellent communication throughout department and with other Authority departments. 

• Maintain a work environment that promotes the organizations values, ethics, integrity and legal responsibilities. 
• 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. 

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Accounting or Business Administration with emphasis on public finance, economics, and accounting and 
ten (10) years progressively responsible experience to include governmental accounting, financial reporting and supervision 
of employees, or an equivalent combination of education, training and experience.  Master degree in Business 
Administration or Accounting preferred.   
 
 
 

• Current knowledge of Generally Accepted Accounting Principles (GAAP), Governmental Accounting Standards 
Board (GASB) pronouncements, and financial reporting practices for enterprise fund accounting.  

• Demonstrated skills in interpreting complex contracts and financings, negotiations, and implementation of financial 
applications software. 

• Advanced computer skills in Microsoft Office Word and Excel. 
• Demonstrated leadership skills and effective management style. 
• Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects. 
• Effective oral and written communication skills 
• Excellent organizational skills 
• Attention to detail 

MINIMUM QUALIFICATIONS:   
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 



 
 
 

• Valid Florida driver’s license  
• Certified Public Accountant (CPA) 

 
 
 

• Directly supervises a staff of approximately six (6) employees 
• Oversight responsibility for department of approximately forty (40) employees 

 
 
 

• Executive level position expected to demonstrate high degree of independence, initiative, judgment, and authority. 
• Judgment exercised in long- and short-term planning, negotiations, policy development, and financial initiatives. 
• Decisions relating to financial and accounting procedures and policies, employee matters, funding and budgetary 

requirements.  
• Errors in judgment may result in material effects on financial condition and the Authority’s ability to meet its normal 

and recurring financial requirements. 
 

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/CFO   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  

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  
 

Deputy Chief Financial Officer 

Department: Finance         Date: August 16, 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    3 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X 2 
    X 2 
    X 1 

Bending/Stooping     X 2 
Pushing, Pulling and/or Digging     X 2 
Reaching over head     X 2 
Kneeling, Crawling     X 2 
Climbing (ladders, stairs, hills)     X 2 
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/CFO  Date Chief Executive Officer   Date 
 
 
      
Human Resources - Compensation  Date  

















        Job Description 
     

Division Chief, Training 
Department: ARFF         Date: August 25, 2023 
Title of Immediate Supervisor: Deputy Fire Chief       Pay Level: FA2 
 
POSITION SUMMARY:  Management of an effective Aircraft Rescue and Fire Fighting (ARFF) training program at Orlando 
International Airport. Has direct oversight of the Emergency Medical Services (EMS) and Training areas. 
 
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, development and scheduling of all fire department EMS and Training programs, appropriate educational 
development programs, and continuing education for personnel including required FAA mandated full scale 
exercises and live fire training. 

• Maintain personnel compliance as required by FAR 139 and State of Florida regulatory training programs.  
• Oversee the documentation and tracking of department training and personnel regulatory compliance. 
• Advise Deputy Fire Chief regarding areas of concern and recommended solutions.   
• Liaison with GOAA departments, airlines, tenants, and outside agencies regarding ARFF training. 
• Liaison with local fire departments and other ARFF training departments for best practices programs. 
• Assist with research and procurement of training and EMS equipment.  
• Develop and oversee implementation of the fire department promotional process; manage the Relief Officer 

Program for ARFF Lieutenants.  
• Develop and manage succession training program for department personnel. 
• Coordinate and monitor the travel and training, and EMS budget line items. 
• Function in a primary role as Safety Officer on emergency scenes; may be assigned to the Emergency Operations 

Center (EOC) and/or as command staff on the scene of an emergency. 
• Supervise employees in assigned area.  Assign work; monitor hours of work and authorize time sheets; oversee 

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

• Represent fire department and GOAA on various committees as assigned. 
• Perform other duties as assigned. 

 
 
 
Bachelor degree in Fire Administration,  Fire Science, Public Administration or related degree and  three (3) years training 
management experience in a Fire Service agency and two (2) years ARFF related experience, or an equivalent combination 
of closely related education, training, and experience. Florida Fire Officer II Certificate and Experience as an Officer in a Fire 
Service agency required.  State of Florida Fire Officer III preferred. 
 
 
 

• Thorough knowledge of NFPA code, FAA, fire service and EMS regulations 
• Thorough knowledge of fire ground safety procedures 
• Skill to function as Incident Commander with multiple agencies using NIMS 
• Ability to develop and deliver a multitude of training programs 
• Must have good interpersonal skills and the ability to provide training to a wide variety of customers 
• Thorough knowledge of computer programs and data processing 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Must have effective oral and written communication skills 
• Demonstrated leadership and/or supervisory skills 

 
 

• Valid Florida driver’s license and Emergency Vehicle Operator Course (EVOC) certification 
• State of Florida Firefighting Certificate of Compliance prescribed by Florida State Statute 633 
• Current State of Florida Paramedic License 
• State of Florida Fire Officer II, or higher 
• State of Florida Instructor II, or higher  
• State of Florida Live Fire Training Instructor I, or higher  
• State of Florida Incident Safety Officer  

 
The following are required upon hire or must be obtained within 18 months; 
 

• American Heart Association (AHA) BLS, ACLS & PALS Instructor 
• Special Operations Classes (Rope Technician, Confined Space Technician, VMR Technician, Aerial Operations) 
• NIMS 100/200/300/400/700/800  

***Division Chiefs hired prior to August 25, 2023 are not subject to the American Heart Association and Special 
Operations Classes attainment requirement.  

 
 
 

• Directly supervises a staff of approximately two (2) Administrative Lieutenants 
• Lead and direct all shift personnel in training related functions (approximately 90 personnel) 
• May supervise personnel assigned under command structure established by the Incident Commander  

 
 
 

• Latitude to make decisions that protect the safety and wellbeing of ARFF personnel  
• Latitude to make independent decisions during emergency operations based upon department guidelines and 

his/her training and experience  
• Latitude to make decisions that will enhance the development/administration of training programs 

 
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  Fire Chief     Date 
 
 

                
Chief of Operations      Date  Chief Operating Officer     Date  
 
 

         
Vice President, Human Resources   Date  
                
FLSA: Non-Exempt Shift Premium:  N/A 
EEO Category: Professionals Rotating Shift:   N/A  

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions  
 

Division Chief, Training 

Department: ARFF         Date: August 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   3 

   X  3 

    X 3 

Bending/Stooping     X 2 

Pushing, Pulling and/or Digging     X 2 

Reaching over head    X  2 

Kneeling, Crawling     X 2 

Climbing (ladders, stairs, hills)     X 3 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing  X    3 

Detailed Inspection/Reading/Editing   X   3 

Writing    X   3 

Donning and Wearing PPE (bunker gear, self-contained 
breathing apparatus, etc.) 

    
X 3 

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather    X  2 

Noxious Fumes     X 2 

Chemicals     X 1 

Insects     X 2 

Heights, Confined Areas     X 2 

Excessive Noise    X  2 

Other – Hazardous Situations      X 3 

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle   X   3 

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

ARFF Emergency Vehicles     X  3 

Training Equipment    X  3 

Hand Tools     X 2 

Power Tools     X 2 

SUPERVISOR COMMENTS: 

 
 

 

       
Immediate Supervisor  Date Chief of Operations    Date 
 
 
      
Human Resources - Compensation  Date  



































































































































































































































































































































        Job Description 
     

Lieutenant, Fire Prevention  
Department: ARFF         Date: August 25, 2023 
Title of Immediate Supervisor: Deputy Fire Chief      Pay Level: FA1 
 
POSITION SUMMARY:  Organize and coordinate an effective Aircraft Rescue and Firefighting (ARFF) Fire Prevention 
Program at Orlando International Airport (OIA). 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

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

• Manage the GOAA fire extinguisher program and program contract, if applicable 
• Manage FAR 139.321 Fuel Safety Program, including inspections and training 
• Manage GOAA private fire hydrant system, and act as liaison for all airport fire hydrant issues  
• Promote fire safety education through presentations and all forms of training 
• Research, recommend and procure fire prevention education supplies 
• Manage the enforcement of fire and life safety codes, ordinances, rules, and regulations 
• Liaison between ARFF,  the airport community, and Orlando Fire Department (OFD) for all fire prevention related 

items 
• Manage fire department company inspections and pre-fire plan programs  
• Manage daily activity reports, records, and projects to monitor and maintain accurate documentation of all training 

and processes for Fire Prevention related areas 
• Assist and serve as a representative for customer service and fire safety related initiatives 
• Respond to emergency scenes as needed and function as an ICS Safety Officer, when required  
• Perform other duties as assigned. 

 
 
 
Florida Fire Officer I Certificate and three (3) years experience in fire service prevention and training, or an equivalent 
combination of closely related education, training, and experience.  Three (3) years ARFF related experience required, may 
include the probationary year. Associate degree or higher in a related field and experience as an Officer in a Fire Service 
agency preferred.  Must have a strong background in customer service and public relations. 
 
 
 

• Must have good interpersonal skills and ability to provide training to various customers 
• Knowledge of applicable NFPA codes 
• Knowledge of applicable  FAA regulations 
• Knowledge of State of Florida fire service regulations, statutes and rules 
• Ability to develop and implement fire safety and fire prevention programs 
• Technical skill necessary for inspecting, servicing, and maintaining fire extinguishers 
• Technical skill necessary for inspecting life safety, fire prevention, and fuel safety 
• Thorough knowledge of fire ground safety procedures 
• Effective oral and written communication capabilities 
• Demonstrated leadership and/or supervisory skills 

 
 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



 
 
 

• Valid Florida driver’s license and Emergency Vehicle Operator Course (EVOC) certification 
• State of Florida EMT or Paramedic License 
• State of Florida Firefighting Certificate of Compliance prescribed by Florida State Statute 633 
• State of Florida Fire Officer I, or higher  
• State of Florida Instructor I, or higher 

 
 The following are required at time of hire or must be obtained within 12 months: 

  
• State of Florida Live Fire Training Instructor I, or higher 
• State of Florida Incident Safety Officer 
• State of Florida Fire Extinguisher Technician course  
• State of Florida Municipal Fire Safety Inspector 
• Fuel Safety Supervisor FAR 139.321 
• NIMS 100/200/300/400/700/800  

 
 
 

• Lead and direct all shift personnel in fire prevention related functions (approximately 80 personnel) 
• May be responsible for shift personnel assigned under ICS/command structure established by the Incident 

Commander  
  
 
 

• Has the latitude to make decisions that protect the safety and wellbeing of ARFF personnel   
• Has latitude to make independent decisions relating to fire safety, aviation fuel safety, fire extinguishers  
• Procurement of fire safety, fuel safety, and fire extinguisher goods and services, as described in GOAA policy 

 
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  Fire Chief     Date 
 
 
                
Chief of Operations     Date  Chief Operating Officer     Date  
 
 
         
Vice President, Human Resources  Date 
                
FLSA: Non-Exempt Shift Premium:  N/A 
EEO Category: Protective Service Workers Rotating Shift:   N/A  

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions  
 

Lieutenant, Fire Prevention 

Department: ARFF         Date: August 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   3 

   X  3 

    X 3 

Bending/Stooping     X 2 

Pushing, Pulling and/or Digging     X 2 

Reaching over head    X  2 

Kneeling, Crawling     X 2 

Climbing (ladders, stairs, hills)     X 3 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing  X    3 

Detailed Inspection/Reading/Editing   X   3 

Writing    X   3 

Donning and Wearing PPE (bunker gear, self-contained 
breathing apparatus, etc.) 

 
 X   3 

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather    X  2 

Noxious Fumes     X 2 

Chemicals     X 2 

Insects     X 1 

Heights, Confined Areas     X 2 

Excessive Noise    X  2 

Hazard Situations     X 3 

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle   X   3 

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

ARFF Emergency Vehicles     X  3 

Fire Prevention Equipment     X  3 

Hand Tools     X 2 

Power Equipment     X 2 

SUPERVISOR COMMENTS: 

 
 

 

       
Immediate Supervisor  Date Chief of Operations    Date 
 
 
      
Human Resources - Compensation  Date  




















	Database Administrator - L31 - 11-2022
	Deputy Chief Financial Officer- E2 -  8-2023
	Deputy Fire Chief - FM1 - 1-2023
	District Chief - FC5 - 7-2023
	Division Chief, Training - FA2 - 8-2023
	Drawings Contracts Coordinator - L20- 5-2022
	Electrician II - B8 - 3-2019
	Electrician III - B9 - 3-2019
	Electro-Mechanical Contracts Coordinator - L21 - 6-2022
	Electronics Technician - Maintenance - B9 - 11-2017
	Electronics Technician - Revenue - B9 - 4-2021 (Barg Unit)
	Emergency Communications Dispatcher - L19 - 4-2023
	Emergency Communications Dispatcher Trainer - L21 - 6-2022
	Engineer - FC3 - 8-2023
	Engineering & Construction Project Coordinator - L23 - 8-2022
	Equipment Operator II - B2 - 11-2017
	Equipment Operator III (OIA & OEA) - B4 - 12-2018
	Equipment Operator Trades - B6 - 11-2017
	Events and Art Collection Coordinator - L20 - 2-2019
	Executive Assistant (CAO) - L18 - 1-2023
	Executive Assistant (CFO) - L18 - 7-2019
	Executive Assistant (CO) - L18 - 2-2022
	Fence and Gate Technician - B8 - 2-2018
	Financial Analyst, Capital Assets - L23 - 11-2019
	Financial Applications Specialist - L23 - 9-2018
	Fire Chief - FM2 - 6-2023
	Firefighter - FC2 - 7-2023
	GIS Administrator - L28 - 7-2020
	GL Financial Analyst - L24 - 3-2021
	Grants Financial Analyst - L23 - 3-2021
	Graphic Arts Technician - B7 - 5-2019
	Graphics & Sign Technician - B3 - 4-2023
	Graphics Painter - B6 - 5-2019
	Ground Transportation Enforcement Specialist - L15 - 8-2019
	Ground Transportation Services Specialist - L15 - 10-2019
	Heavy Equipment Operator - B8 - 10-2016
	Human Resources Generalist - L21 - 8-2023
	HVAC Technician II - B7 - 3-2019
	HVAC Technician III - B9 - 3-2019
	Information Center Aide - L11 - 10-2019
	Interior Contracts Coordinator - L20 - 9-2017
	Investments Financial Analyst - L23 - 4-2021
	Irrigation Technician III - B6 - 6-2017
	IT Auditor - L28 - 6-2023
	IT Contracts Manager - L31 - 6-2018
	IT Project Analyst - L28 - 4-2023
	IT Security Analyst - L28 - 4-2022
	K-9 Handler - L21 - 9-2017
	Landside Operations Specialist - L18 - 5-2021
	Lead Access Control Technician - L16 - 9-2020
	Lieutenant - FC4 - 8-2023
	Lieutenant, EMS - FA1 - 8-2023
	Lieutenant, Fire Prevention - FA1 - 8-2023
	Lieutenant, Training - FA1 - 6-2018
	Locksmith III - B6 - 3-2019 (Bargaining Unit)
	Lost and Found Clerk - L11 - 12-2018



