
        Job Description 
     

Database Administrator 

Department: Information Technology        Date: December 4, 2023 

Title of Immediate Supervisor: Manager, Automation Software    Pay Level: L31 
 
POSITION SUMMARY:  Perform database administrations tasks relating to the maintenance, tuning, security and support 
of the Greater Orlando Aviation Authority’s (GOAA) databases, including all interfaces and residing systems.  Plan, 
upgrade, implement, secure, deploy, and administer application systems and technologies for 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: 
 

• Monitor and analyze database and interface performance and storage; ensure effective and efficient utilization of 
database resources, systems and processes. 

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

• Implement the security and integrity of supported databases.   

• Provide support for database, interfaces and data related installations and initiatives.  

• Maintain database dictionaries and support tools. 

• Develop and maintain accurate system documentation. 

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

• Monitor and evaluate customization or development performed by outside consultants that may directly affect 
critical systems and applications. 

• Recommend, test, and evaluate new technologies, software tools, and required skill sets; recommend and 
implement improvements. 

• If assigned to the GOAA Computer Security Incident Response Team (CSIRT), will be responsible and accountable 
for responding to required information security related incidents including those which may impact the 
confidentiality, integrity, or availability related to PCI DSS, privacy data, or GOAA confidential information.  
Responsible for thorough understanding of the Authority’s CSIRT plan and the employee’s specific role and level of 
authority within that plan.   

• Perform other duties as assigned. 
 
 
 

Bachelor Degree in Computer Science or related field and five (5) years experience in the administration of a medium to 
large corporate highly available database or an equivalent combination of education, training and experience. Experience is 
required with several of the following as it relates to database administration Windows Server, Linux, Oracle RDBMS, 
Oracle Applications (EBS), PLSQL, and all aspects of database Administration and Monitoring including security, all 
components of related agents, integrations, and automated processes, or an equivalent combination of education, training 
and experience. Experience with Backup Strategies, Oracle Dataguard, Oracle Enterprise Manager, and configuration and 
support of application servers and components is preferred. Desirable skills include experience with storage volume 

managers, MS SQL Server, Microsoft Analysis (SSAS), Integration (SSIS), Reporting Services (SSRS), TSQL, Power 
Shell, DX Enterprise, Idera SQL diagnostic manager, Open Text Exceed, SplashBI, Amadeus PROPworks. 
 
 
 

• Must possess a thorough knowledge of data processing concepts, browser based technology, client server 
technology, ethernet topology, transport protocols, electronic mail, communication servers, and database servers 

• Working knowledge of data encryption techniques and database querying and management tools  

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Excellent oral and written communication skills 

• Excellent documentation skills 

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

• Must be able and willing to work both standard and non-standard work schedules, including weekends to 
accommodate airport operations 
 

 
 

• Microsoft SQL Server Certification preferred 
 
 
 

• None 
 
 
 

• High degree of independence and judgment for complex technical issues is critical and required routinely on a daily 
basis.  Direction is not normally frequent or detailed 

• Using sound judgment and creativity in solving highly complex technical problems  
• Evaluate, analyze, design and initiate appropriate actions. Provide proper advice and recommendations to 

managers and employees at all levels 

 
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  Interim - Vice President   Date 
 
 
         
Vice President, Human Resources  Date  
                
FLSA: 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  
 

Database Administrator  

Department: Information Technology       Date: December 4, 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 2 

    X 2 

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 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

       
Immediate Supervisor  Date Interim -  Vice President   Date 
 
 
      
Human Resources - Compensation  Date  



        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 
     

Deputy Fire Chief 

Department: ARFF         Date: September 18, 2024 

Title of Immediate Supervisor: Fire Chief       Pay Level: FM1 

 
POSITION SUMMARY:  Manage the Greater Orlando Aviation Authority’s (Aviation Authority) ARFF combat shifts and 
administrative personnel, with primary emphasis given to providing the immediate delivery of fire and rescue teams to 
mitigate emergency situations that arise at the Orlando International Airport (OIA).  Develop and administer related policies, 
procedures and guidelines.  
 
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 ARFF department’s combat shifts and administrative personnel. 

• Assist in the overall planning, direction, and coordination of fire department functions to maintain Index E 
operations. 

• Manage the FAA required programs under the ARFF department’s purview.   

• Counsel personnel as needed, and issue disciplinary actions in accordance with Aviation Authority policies and 
procedures.  

• Evaluate equipment condition and adequacy to maintain compliance with requirements. 

• Participate in emergency and disaster planning, including exercise development and implementation. 

• 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.   

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

• Establish operating procedures, give special instructions and assignments. 

• May assume command of fire department incidents, or act as ARFF representative in the EOC. 

• Participate in budget preparation and administration, including all facets of procurement. 

• Manage and participate in personnel hiring and assessment promotional processes. 

• Oversight of the ARFF training program, monitoring compliance with FAA and State of Florida regulatory 
requirements. 

• Attend and represent ARFF at airport and community meetings. 

• Provide information to ARFF and airport community, via writing and public speaking.  

• Assume the position and responsibilities of the Fire Chief in their absence. May act as shift commander as needed. 

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Fire Administration, Fire Science, Public/Business Administration or related field and ten (10) years of 
fire/EMS experience with a minimum of five (5) years or more of progressively responsible fire management and/or 
command experience, or an equivalent combination of education, training and experience.  ARFF management experience 
preferred. 
 

MINIMUM QUALIFICATIONS:   

 



 

 

 
 
 

• Knowledge of ARFF, EMS, structural firefighting, emergency management, fire prevention, and public education. 

• Knowledge of emergency preparedness procedures with ability to develop and implement. 

• Skill in negotiating and resolving policy and personnel conflicts. 

• Skill in developing presentations and ability to present through public speaking. 

• Proficient with data processing and other specialized computer programs. 

• Ability to effectively plan, assign and appraise the work of subordinates. 

• Ability to effectively prepare and administer the departmental budget. 

• Ability to make life and death decisions under extremely stressful emergency conditions. 

• Ability to establish and maintain effective working relationships with other department leaders in GOAA and other 
associated agencies. 

• Ability to communicate effectively orally and in writing. 
 

 
 

• State of Florida Firefighting Certificate of Compliance as prescribed by Florida State Statute 633 

• Valid Florida driver’s license for the operation of emergency vehicles 

• 16-hour Emergency Vehicle Operators Course (EVOC) with certificate 

• State of Florida Fire Officer II Certificate 

• NIMS certification required (100, 200, 300, 400,700, 800) 

• State of Florida EMT or Paramedic License 
 

Required within 18 months of hire/promotion: 

• State of Florida Fire Officer III Certificate, or higher 
 
 
 

• Directly oversees three (3) District Chiefs, three (3) Administrative Division Chiefs; Indirectly oversees four (4) 
Administrative Lieutenants, approximately 101 departmental personnel.   
 
 
 

• Make independent decisions, develops policies, and administers discipline in accordance with established policies, 
procedures and guidelines. 

• Procurement of goods and services as described in Aviation Authority policy. 

• Capability to develop or amend programs in accordance with current standards, best practices, and regulatory 
requirements. Maintain Index E operation. 

• Confirm personnel operate effectively, efficiently, and safely in any environment. 

• Mitigate emergencies, assuming Incident Command as necessary. 
 

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 Aviation 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/ Fire Chief   Date  Senior Vice President, Operations  Date 
 
 
         
Vice President, Human Resources  Date    
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Protective Service Worker Rotating Shift:   N/A  



 

 

Physical Requirements and Working Conditions  
 

Deputy Fire Chief 

Department: ARFF          Date: September 18, 2024 

 

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 3 

Pushing, Pulling and/or Digging    X  3 

Reaching over head    X  3 

Kneeling, Crawling     X 3 

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   3 

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 

Emergency Vehicles    X  3 

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

EMS Equipment    X  3 

Hand Tools    X  3 

Power Equipment    X  3 

SUPERVISOR COMMENTS: 

 
 

 

       

Immediate Supervisor/Fire Chief   Date Senior Vice President, Operations Date 
 
 
      
Human Resources - Compensation  Date  



 

        Job Description 
     

Division Chief, EMS 

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Deputy Fire Chief      Pay Level: FA2 

 
POSITION SUMMARY:  Management of an effective Aircraft Rescue and Fire Fighting (ARFF) EMS program at Orlando 
International Airport. Has direct oversight of the Emergency Medical Services (EMS) area. 
 
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: 
 

● Serve as the primary EMS Coordinator for the ARFF department, managing compliance with Florida State Statutes 
and EMS Protocols. 

● Oversight, development and scheduling of all fire department EMS programs and continuing education for 
personnel. 

● Responsible for maintaining all department, vehicle, and personnel EMS licensures and certifications.  
● Manage DEA (Drug Enforcement Agency) compliance with controlled substances (including schedule II and 

schedule IV narcotics) procurement, security, storage, inventory and disposal. 
● Guarantee compliance with Florida State Statutes (Chapter 401, Chapter 633, Chapter 395) and Florida 

Administrative Code (Chapter 64-J and Chapter 69-A). 
● Serve as the AHA (American Heart Association) Training Site Coordinator for the ARFF department. 
● Manage the ARFF Preceptor Program ensuring compliance of Provisional Paramedics/EMTs as determined by the 

Orange County Office of the Medical Director (OC-OMD). 
● Serve as the Health and Safety Officer, department Safety Committee Chairperson and Infection Control Officer.  
● Guarantee Centers for Disease Control (CDC) Compliance by confirming an up to date Infection Control Plan. 

Staying up to date with changing guidelines and updating the ARFF Department Infection Control Plan as needed. 
● Provide oversight of EMS QA (Quality Assurance) program ensuring all State of Florida EMS reporting 

requirements are met. 
● Advise Deputy Fire Chief regarding areas of concern and recommended solutions regarding EMS. 
● Work jointly with the Lieutenant, EMS with research and procurement of EMS equipment. 
● Coordinate and monitor the EMS budget line items. 
● Coordinate with OC-OMD on procurement of EMS Training Supplies via grants from the State of Florida 

Department of Health. 
● Serve as the coordinator for the EMS equipment contracts. 
● Oversight for any EMS Operational contracts, including contracted ambulances services and any associated EMS 

Administrative Contracts. 
● Act as liaison for OC-OMD and represent the fire department and GOAA on various committees as assigned. 
● Assist the Training Division team with group tasks, including: new hire Firefighter orientation and probationary 

program, technical rescue scenarios/assessments/recurrent training, and ARFF/structural live fire training 
● Supervise employees in the 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 EMS 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. 

● Serve as the ARFF Department Liaison to research and provide all official records requests. 
● 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. 
● Perform other duties as assigned. 



 

 
 
 
Bachelor degree in Fire Administration, Emergency Medical Services, Public Administration or related degree and three (3) 
years experience in ARFF, EMS training, 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. 
 
 

 
● 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 State of Florida fire service and State of Florida EMS regulations, statutes and rules 
● Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures  
● Knowledge of Health and Safety and Infection Control procedures 
● Ability to develop and implement EMS training programs  
● Technical skill to perform Advanced Life Support practices and training 
● 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 Safety Officer 
● American Heart Association (AHA) BLS, ACLS & PALS Instructor 

 

The following are required at time of hire or must be obtained within 18 months: 
 

● Designated Infection Control Officer 
● National Association of Emergency Medical Technicians (NAEMT) PHTLS Instructor 
● NIMS 100/200/300/400/700/800 

 
 
 

● Directly supervises a staff of approximately one (1) Administrative Lieutenant 
● Lead and direct all shift personnel in training related functions (approximately 90 personnel) 
● May supervise  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 the development or administration of EMS and training 

programs 
● Procurement of program related goods and services, as described in GOAA policy 

 

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) 
 



 

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

EEO Category: Professionals Rotating Shift:   N/A  



 

Physical Requirements and Working Conditions  
 

Division Chief, EMS 

Department: ARFF         Date: November 15, 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 3 

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 3 

Excessive Noise    X  2 

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 

EMS Equipment    X   3 

Power Equipment     X 2 

Hand Tools     X 2 

SUPERVISOR COMMENTS: 

 
 

 

       
Immediate Supervisor  Date Fire Chief     Date 
 
 
      
Human Resources - Compensation  Date  



 

        Job Description 
     

Division Chief, Fire Prevention  

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Deputy Fire Chief      Pay Level: FA2 

 
POSITION SUMMARY:  Management of an effective Aircraft Rescue and Firefighting (ARFF) Fire Prevention Program at 
Orlando International Airport (OIA). Has direct oversight of the Fire Prevention program. 
 
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 the GOAA fire extinguisher program contract, inventory, replacement of fire extinguishers as needed, 
and inspect wheeled fire extinguishers on the airfield ramps 

• Oversee compliance of FAR 139.321 Fuel Safety Program, including inspections, training, and all documentation. 

• 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 recommended 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 

• Liaise with GOAA life safety for private fire hydrant system and all airport fire hydrant issues 

• Liaise with GOAA departments, airlines, tenants, and outside agencies regarding fire prevention related topics 
including but not limited to; fire extinguishers, fire hydrants, fuel safety, and state and local fire codes 

• Oversight of fire safety education and fire extinguisher training to GOAA departments, airlines, tenants, and outside 
agencies through presentations and all forms of training 

• Advise Deputy Fire Chief regarding areas of concern and recommended solutions regarding fire prevention. 

• Work jointly with Lieutenant, Fire Prevention in the procurement of fire prevention education supplies, fire 
extinguishers, and fire prevention equipment 

• Coordinate and monitor the fire prevention budget line items to maximize the efficiency and effectiveness of overall 
departmental operations 

• Manage the enforcement of fire and life safety codes, ordinances, rules, and regulations. 

• Liaise between ARFF, the airport community, and Orlando Fire Department (OFD) for all fire prevention related 
items 

• Attend meetings relating to construction and planning and life safety/fire prevention topics. 

• Investigates fire and life safety related complaints 

• Oversee fire department company inspections and pre-fire plan programs 

• Serve as a representative for customer service and fire safety related initiatives 

• Represent the fire department and GOAA on various committees as assigned 

• 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  

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Fire Administration, Fire Science, Public Administration, or related degree and three (3) years 
experience in ARFF, fire prevention and training, 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. 

MINIMUM QUALIFICATIONS:   

 



 

 
 
 

• Must have a strong background in customer service and public relations 

• Must have good interpersonal skills and ability to provide training to various customers 

• Thorough knowledge of State of Florida fire service regulations, statutes and rules 

• Thorough knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures 

• 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 computer programs and data processing 

• Effective oral and written communication capabilities 

• 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 

• State of Florida EMT or 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 

• State of Florida Municipal Fire Safety Inspector 

• Fuel Safety Supervisor FAR 139.321 
 

 The following are required at time of hire or must be obtained within 18 months: 
  

• State of Florida Fire Extinguisher Technician course  

• NIMS 100/200/300/400/700/800  
 
 
 

• Directly supervise a staff of approximately one (1) Administrative Lieutenant and indirectly supervise ARFF Aviation 
Fuel Technicians (AFTECHs). 

• Lead and direct all shift personnel in fire prevention related functions (approximately 90 personnel) 

• May supervise 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. 

 

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    Date  Fire Chief     Date 
 
 
 
         
Vice President, Human Resources  Date 
                
FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Professionals Rotating Shift:   N/A  



 

Physical Requirements and Working Conditions  
 

Division Chief, Fire Prevention 

Department: ARFF         Date: November 15, 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 Fire Chief     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 
     

Electrician I 

Department: Facilities          Date: November 8, 2023 

Title of Immediate Supervisor: Supervisor, Terminal Electrical     Pay Level: B6 
 
POSITION SUMMARY:  Assist Electrician II and Electrician III with Installation, repair and maintenance pf electrical 
systems and equipment on the interior airport property, including landside terminal, airside buildings and other terminal 
associated buildings and structures. 
 
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: 
 

• Assist with Installation, operation, repair and maintenance of electrical equipment, including electrical services, 
switch gear, emergency generators and associated transfer equipment, UPS back up power systems, lighting and 
lighting contactors, photo controls, computerized lighting control relay panels, motor controls and transformers. 

• Read wiring diagrams, electrical plans and specifications. 

• Responsible for staying current with all electrical codes and advanced technology maintenance practices. 

• Assist with Inspection and perform regular cleaning and prescribed maintenance tasks on associated equipment. 

• Responsible for staying current on all GOAA emergency response procedures and maintain proper response as 
required. 

• Assist with completing maintenance work orders as assigned, records all time, materials, and equipment 
information correctly and promptly to maintain accurate maintenance and repair records in a paperless 
environment. 

• Perform other duties as assigned. 
 
 
 
High school diploma or GED and one of the following (all certification hours must be from an accredited school): 

1. Completion of an Electrical training program;  no experience required; 
2. Combination of some formal Electrical training program and six (6) months Electrical work experience in 

commercial buildings, large residential buildings (apartment or condominium complex) or similar; 
3. One year Electrical work experience in commercial buildings, large residential buildings (apartment or condominium 

complex) or similar;   
4. An equivalent combination of Electrical training courses and Electrical work experience may be considered 

 
 
 

• Basic working knowledge of electrical codes, desire and aptitude to continue educational requirements (Safety 
Training, recertification training, ect.) and learn emerging technologies 

• Basic understanding of BASL systems and Candela lighting override and control devices   

• Familiarity with a mobile computerized maintenance management system desired 

• Knowledge of applicable OSHA regulations, NFPA 70E standard and the rules, regulations, and guidelines 
regarding the safe utilization and operation of hand and power tools, including ladder safety articulating and scissor 
lifts/fall/ barrier protection, etc. 

• Strong knowledge of essential safety equipment and protective devices and Lock out/Tag out (LOTO) safety 
procedures. 

• Must be able to read and understand wiring diagrams, electrical drawings, and specifications 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Must be capable of properly operating field communications equipment and speaking clearly in English when 
operating such equipment 

• Demonstrated skill to organize and prioritize work 

• Good oral and written communication skills 

• Ability to make sound decisions under pressure and solve problems independently 
 

 
 

• Valid Florida driver’s license 
 
 
 

• None 
 
 
 

• Determine proper tools and equipment to be used for the assigned task and how they are to be used on a job.   

• Exercise of sound independent judgment in recognizing conditions which contribute to material or equipment 
damage, or which could result in physical harm or injury to self or others.   

• Determine when a task has been completed properly, and which task among those assigned by the Supervisor will 
be undertaken next. 
 

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

 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Manager    Date 
 
 
                
Department Assistant Vice President  Date  Department Vice President                        Date  
 
 
         
Vice President, Human Resources  Date    
                
FLSA: Non-Exempt Shift Premium:  Yes 

EEO Category: Skilled Craft Worker 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  
 

Electrician I 

Department: Facilities         Date: November 8, 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 1 

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

  X   3 

    X 2 

    X 2 

Bending/Stooping    X  3 

Pushing, Pulling and/or Digging    X  2 

Reaching over head   X   3 

Kneeling, Crawling    X  3 

Climbing (ladders, stairs, hills)   X   3 

Typing/CRT (attention to detail)    X  2 

Speaking & Hearing   X   3 

Detailed Inspection/Reading/Editing   X   3 

Writing      X 2 

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   3 

Excessive Noise    X  2 

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle    X  3 

General Office Equipment (Computer, Copier, etc.)    X  2 

Golf Cart   X   3 

Hi Lift/Arial boom lift,      X 3 

Bucket Truck     X 3 

Band saw     X 2 

Fluke TRMS Clamp multi- voltage/amperage meter   X   3 

Mobile Maintenance Management System    X  3 

SUPERVISOR COMMENTS: 

 
 
 
 

 

       
Immediate Supervisor  Date Department Vice President   Date 
 
 
      
Human Resources - Compensation  Date 



















































Job Description + Physical Requirements and Working Conditions   

Emergency Communications Training Administrator 

Department: Security   Date: January 7, 2025 

Title of Immediate Supervisor: Manager, Emergency 

Communications  
Pay Level: L24 

 

POSITION SUMMARY:  Develop, coordinate and revise curriculum and training materials to 

maintain compliance as required by regulating authorities. Develop Continuous Quality Initiative 

(CQI) guidelines and standards based on percentage of all calls fielded by the Communications 
Center.  Oversee the training process by administering train the trainer training, testing programs, 
and schedule all training classes and seminars for Communication Center employees as approved 
by the Manger, Emergency Communications Center.  Supervise and evaluate all Emergency 

Communications Dispatcher/Trainers and trainees during assigned training period and provide 
feedback. Provide administrative assistance, and assist the Manager, Emergency Communications 
Center as directed. 

 

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: 
• Research, develop, plan and coordinate training programs that maintain compliance with 

regulatory and legal requirements including Florida State Statue 401.465 and maintain 
proficiency, teach and/or enhance techniques, procedures and standards expected in 

Emergency Communications. Maintain training programs, manuals, and materials current.  
• Develop and administer a 911 Public Safety Telecommunicator training program as 

defined by Florida Department of Health.  
• Conduct Communications Center Orientation for new hires, train the trainer and 

recertification training to supervisors and trainers as needed. 

• Implement training programs and skill development programs necessary for multiple 
Continuing Education Units (CEU) requirements.  Monitor outcome and suggest 
improvements when necessary.    

• Establish standards through the CQI program. Meet with trainees on a quarterly basis to 

discuss their progress, strengths, weaknesses, and determine if remediation is necessary.  
• Analyze public safety data from a QA/QI perspective and modify training plans as needed. 
• Review and evaluate daily observation reports to monitor training progress. Maintain 

accurate training documentation in accordance with records retention schedules. 

• Review and evaluate trainers and trainees performance and prescribe remedial course of 
action when necessary.     

• Represent the Communications Center in Emergency Management activities and 
exercises.  

• Conduct quarterly meetings and train the trainer sessions with trainers for updates and 

changes in training initiative 
• Attend County 911 Training Committee and Emergency Medical Dispatch (EMD) Meetings, 

to confirm training programs remain up to date with current standards and procedures. 
• Perform duties of the Supervisor, Emergency Communications and Emergency 

Communications Dispatcher as assigned.  
• Serve as a back-up to the Manager, Emergency Communications Center responsibilities in 

his/her absence. 
• Supervise employees in assigned area.  Assign work; monitor hours of work and authorize 

time sheets; oversee quality, quantity and timeliness of work performed; confirm 

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

areas of concern and recommend solutions.  Prepare and conduct performance 
evaluations; develop and provide training as needed.  Participate in interviewing and 



Job Description + Physical Requirements and Working Conditions 

selection of employees, and recommend disciplinary action as needed.  Provide for the 

safety and security of the work area.   
• Perform other duties as assigned. 

 

MINIMUM QUALIFICATIONS: 

• Associate degree in a related field and three (3) years experience 

emergency dispatching with computers and fire/security alarm systems in 
fire, rescue, medical and police operations, plus three (3) years 

satisfactory or better performance in emergency communications with the 

Aviation Authority, or an equivalent combination of education, training and 
experience.  Supervisory experience preferred; emergency dispatching 

training required. 
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

• Knowledgeable in the techniques and methods of adult education, with 

demonstrated training skills, to include patience, communication, 
assessment.  

• Must have excellent hearing, sight and the ability to speak clearly, 

distinctly and effectively and able to communicate with supervisors, peers, 
and subordinates in a positive constructive manner 

• Must be able to remain calm during emergencies/stressful situations and 

be able to make split-second decisions under pressure 

• Demonstrated ability to accurately enter information into CAD; teach and 

utilize various computerized information systems.  Working knowledge of 

Microsoft Word, Excel, PowerPoint. 
• Familiarity with 800 MHz public safety systems, 400 MHz radio systems, 

and 911 computerized answering systems. 

• Excellent organizational skills, must be able to prioritize training 
responsibilities and handle more than one task at a time 

• Must understand techniques of telephone interrogation 

• Must have knowledge of principles of emergency dispatch and triage, and 
coordination of resources 

• Knowledge of Public Safety Answering Point (PSAP) regulations 

• Must be able to work in a confined, high-noise area with no scheduled 
meals or breaks 

• Able to multitask, prioritize, analyze information and use independent 

judgement  
• Able to train, assign and review the work of others 

• Able to teach operational software programs used in the Communications 

Center 
• In-depth knowledge of Communications Center policies and procedures  

• Willing and able to work nonstandard hours and be flexible to adjust 

schedule as necessary to facilitate training and operational needs.  
 

LICENSES/ CERTIFICATIONS REQUIRED: 
• Valid Florida driver’s license 

• Communications Training Officer (CTO) 



Job Description + Physical Requirements and Working Conditions 

• Emergency Medical Dispatch Quality Assurance (EMD-Q) 

• CPR Certified  
• TDD Certified 

• Driver and Vehicle Information Database (DAVID) 
• Florida Criminal Information Computer/National Criminal Information Center (NCIC/FCIC) 
• NIMS 100, 200, 247a, 300, 400, 700, 800 
• Florida State Certification for Public Safety Dispatchers F.S.S. 401.465 

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

• Department of Law Enforcement Limited Access Terminal Local Agency Instructor 
Certification (LAI) 

 

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 
• Directly supervises a staff of approximately 4; indirectly supervises a staff of 

approximately 15 to monitor compliance through the CQI program. 

 

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 
• Work independently with minimal supervision and general direction, exercising a high 

level of independent judgment and discretion 

• Evaluate Emergency Communications Training Program and CQI Compliance  
• Develop procedures, training programs and test materials for the purpose of training 

Emergency Communications Center employees   
• Exercise considerable independence in prioritizing calls, disseminating information and 

determining critical police, fire and medical response.  Example: Determine priority of 

call, how many units to dispatch, and which unit(s) to dispatch. 

• Must be capable of making decisions in emergency and non-emergency situations for the 
Communications Center, some of which are not covered by written procedures.   

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Job Description + Physical Requirements and Working Conditions 

APPROVAL SIGNATURES: 
 

 
 
 
 

  

Immediate Supervisor                         Date  Vice President, Security                     Date 

   

Senior Manager, Human Resources Date   

               

FLSA: Exempt Shift Premium:  N/A 

EEO Category: Mid-Level Officials and Administrator Rotating Shift:   N/A  

Manager Hours: 40  

 

 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

More than 80% (6 1/2 hours or more per 8 hour day) 
51-80% (4 1/2-6 hours per 8 hour day) 
21-50% (2 1/2-4 hours per 8 hour day)  
6-20% (1-2 hours per 8 hour day) 
0-5% (Less than 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 1 
Noxious Fumes     X 2 
Chemicals     X 1 
Insects     X 1 
Confined Areas   X   3 
Excessive Noise   X   3 
Willing and able to adjust work schedule and may be 
required to work non-standard hours as conditions 
warrant 

   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 

Ability to operate and monitor various electronic 
equipment such as radio dispatch console, CRTs and 
telephones 

   X  3 

SUPERVISOR COMMENTS: 

Due to the computers’ sensitivity to heat, the temperature in the Comm Center cannot exceed 72 degrees.  Most of the time and especially at 
night the temperature ranges from 68-70 degrees. All equipment is either alarmed for prompting the operator to an immediate response or 
designed for two-way communications.   Therefore, the employee must be extremely mobile and able to instantaneously respond from a 
sitting to a standing or walking position. 

 

 

 

 

 

 
 

 

Emergency Communications Training Administrator 

Department: Security   January 7, 2025 
 

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. 



Job Description + Physical Requirements and Working Conditions 

 

 

 

 
 

 

Immediate Supervisor Date  Human Resources – Compensation Date 

 



        Job Description 
     

Employee Communication Strategist 

Department: Customer Experience        Date: September 20, 2023 

Title of Immediate Supervisor: Manager, Communications     Pay Level: L25 

 
POSITION SUMMARY:  Create and facilitate airport-wide communication regarding employee engagement programs, 
appreciation, and recognition efforts. Monitor performance of communication methods and explore emerging communication 
tools and their potential uses for department needs.  
 
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 content for airport employee communications that support and reinforce organizational objectives. Publish 
content via Airport Employee Communication emails, websites, blogs, social media platforms, digital monitors, I-
Port and Pocket Guide. Encourage/recruit new subscribers and participants. 

• Create documents and materials that follow organizational standards and branding. 

• Serve as lead for enhancements, updates and maintenance of the employee airport website including content 
creation for customer service and employee engagement initiatives. Work closely with the IT department and 
contracted developers to effectively manage website. 

• Create communication collateral using graphic design skills and/or working closely with the Social Media team’s 
Senior Strategist and Video Graphics Production.  

• Work closely with the Social Media team, Marketing and Public Affairs to maintain consistent messages.  

• Monitor the analytics of website; research and develop ways to improve functionality and end user experience. 

• Identify emerging communication tools and their potential use for CX department. 

• Assist with upkeep and maintenance of the MCO Recognition Program database. 

• Liaison with the Marketing Team to provide support and backup to Aviation’s websites. 

• Collect and coordinate feedback from various communication channels for the identification of training opportunities 
and new customer service initiatives. 

• Promote Customer Experience and Employee Experience efforts throughout the airport community. 

• Support department with special programs and events, as needed. 

• Participate in the Customer Service Advisory Council meetings and working groups including the Culture Team. 

• Perform other duties as assigned. 
 
 
 
Associate degree and four (4) years’ experience in communications, marketing or employee relations, preferably in an 
airport environment, or an equivalent combination of education, training and experience.  Graphic design skills desirable. 
WordPress/website maintenance experience preferred.   
 
 
 

• Creative skills to design, develop, create and edit content, including writing, photography, videography, graphic 
designs, etc. 

• Strong analytical skills; ability to interpret trends and performance measurements 

• Excellent interpersonal skills required to interact with Authority staff and partners 

• Advanced computer skills including Microsoft programs, Word Press and social media platforms 

• Excellent attention to detail; organizational skills 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Proficient marketing knowledge and skills 

• Excellent oral and written communications skills 

• Detail oriented and excellent organizational skills 

• Demonstrated ability to effectively plan, schedule and meet deadlines 

• Willing and able to work a flexible schedule including early mornings, late evenings, holidays, and weekends as 
required to accommodate events for employees with various shifts 
 

 
 

• Valid Florida driver’s license  
 
 
 

• None 
 
 

 

• Work independently under limited supervision, exercising a considerable judgment and discretion 

• Remain up-to-date on constant changes in specialty field and develop appropriate recommendations 

• Make recommendations based on analysis/interpretation 

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

 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Vice President   Date 
 
 
                
Chief Creative Office     Date  Vice President, Human Resources   Date   
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professional Rotating Shift:   No 

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  
 

Employee Communication Strategist  

Department: Customer Experience       Date: September 20, 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 

Must be able to work rotating shifts, early mornings, late 
evenings, holidays and weekends.  

     3 

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

General office equipment (computers, copier, fax, etc.)   X   3 

Personal/GOAA Vehicles      X 2 

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

       
Immediate Supervisor  Date Department Vice President   Date 
 
 
      
Human Resources - Compensation  Date  



Job Description + Physical Requirements and Working Conditions   

Employee Engagement Coordinator 

Department: Customer Experience  September 16, 2024  

Title of Immediate Supervisor: Manager, Employee 
Experience 

Pay Level: L19 

 

POSITION SUMMARY: Provide support to airport-wide employee engagement programs with 

a focus on airport wide appreciation events and recognition efforts. Organize, coordinate, and 
monitor logistical requirements for employee engagement events. Perform administrative tasks 

and other duties as assigned.   

 

DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA 

Amendments Act (ADAAA), may include any of the following representative duties and 

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: 

• Assist in planning and organizing a variety of employee engagement and appreciation 

events for the Airport community. 
• Assist in creating content for airport employee communications via Airport Employee 

Communication emails, websites, blogs, social media platforms, digital monitors, I-Port 
and Pocket Guide. Encourage/recruit new subscribers and participants. 

• Contribute to updates and maintenance of the employee airport website including content 
creation for customer experience and employee engagement initiatives.  

• Serve as lead and administer the day-to-day tasks of the MCO Recognition Program and 
recognition database. 

• Assist with the collection of feedback from various communication channels for the 
identification of training opportunities and ways to promote awareness of customer 
experience initiatives. 

• Assist with the development of initiatives that support a positive lifestyle.  
• Promote our Customer Experience efforts throughout the airport community. 

• Support Assistant Manager and Manager with programs, as needed. 
• Support Customer Experience leadership with events and special programs, as needed. 
• Assist with the coordination of efforts to build relationships with Airport stakeholders in 

the development and incorporation of engagement efforts. 

• Participate in community outreach initiatives. 
• Participate in the Customer Service Advisory Council meetings and working groups 

including the Culture Team. 
• Process invoices, manage calendars, order supplies, and perform other administrative 

tasks as assigned. 

• Perform other duties as assigned. 

 

MINIMUM QUALIFICATIONS: 
• Associate degree and four (4) years’ experience in customer service and/or employee 

engagement, preferably in an airport environment, or an equivalent combination of 
education, training and experience. Foreign language is desirable. 

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

• Excellent interpersonal and customer service skills 
• Detail oriented and excellent organizational skills 
• Proficient in Microsoft Office applications; knowledge of WordPress preferred  
• Excellent oral and written communications skills 
• Demonstrated ability to effectively plan, schedule and meet deadlines 

• Ability to de-escalate and prevent conflicts 



Job Description + Physical Requirements and Working Conditions 

• Willing and able to work a flexible schedule including early mornings, late evenings, 
holidays, and weekends as required to accommodate events for employees with various 
shifts 

 

LICENSES/ CERTIFICATIONS REQUIRED: 
• Valid Florida driver’s license  

 

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 
• None 

 

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 
• Exercise judgment in decisions following established guidelines/procedures, evaluation 

specific issues and planning and researching, evaluating data 
• Independently plan work to meet deadlines 

• Assess and respond to complaints at the airport environment 

 

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

 

APPROVAL SIGNATURES: 

 
 

 

 

 

 

  

Immediate Supervisor                          Date  Interim Chief CX Officer                         Date 

   

Senior Manager, Human Resources  Date   

               

FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Paraprofessional Rotating Shift:   N/A  

Manager Hours: 0  

 

 

 
 
 
 
 
 



Job Description + Physical Requirements and Working Conditions 

 

 

 

 

 

 

 

 

  



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

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

     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 

       

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 

Must be able to work rotating shifts, early mornings, late 
evenings, holidays and weekends.  

  X   3 

Equipment/Vehicles Constant Very 
Frequent 

Frequent Occasional Rare Importance 

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

Other       

SUPERVISOR COMMENTS: 

 
 
 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 

 
Immediate Supervisor Date  Human Resources – Compensation    Date 

 

Employee Engagement Coordinator 

Department: Customer Experience  September 16, 2024  

 

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. 

















        Job Description 
     

Environmental Specialist  

Department: Planning, Engineering & Construction     Date: September 12, 2024 

Title of Immediate Supervisor: Manager, Environmental Compliance   Pay Level: L21 

 
POSITION SUMMARY:  Coordinate and monitor the compliance and enforcement of the Greater Orlando Aviation 
Authority’s (Aviation Authority) environmental programs. Conduct environmental inspections, monitor and record results in 
environmental database.    
 
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: 
 

• Conduct regulatory inspections of Resource Conservation and Recovery Act (RCRA), Stormwater Pollution 
Prevention Control & Counter measure (SPCC), Stormwater Pollution Prevention Plan (SWPPP) and National 
Pollutant Discharge Elimination System (NPDES) and compose inspection results. 

• Inspect, enforce and maintain compliance of the Underground Storage Tank (UST), Aboveground Storage Tank 
(AST) regulations.    

• Assist with the monitoring and compliance of environmental permits issued by EPA, FDEP, Orange County 
Environmental Department, City of Orlando, Federal and State Environmental Laws, Legislative Acts, and 
Regulations, utilizing specialized software for tracking permit compliance. 

• Assist with the preparation and updates of Aviation Authority documents, manuals, and permits related to 
environmental projects and programs, such as; Drainage Atlas, Master De-watering permit, etc.  

• Gather data, compile statistical analysis, interpret and evaluate results and complete reports for regulatory 
agencies. Maintain and develop computerized databases for UST’s, AST’s SWPP’s, SPCC’s and industrial 
pretreatment programs’ environmental evaluations at Orlando International and Orlando Executive Airports.  

• Review environmental project plans, specifications used for scheduling, permitting or acquiring permits and 
approvals on behalf of the Aviation Authority. Prepare memos and documents for construction committee meetings. 
Construction Quality Assurance Program are coordinated to meet the Aviation Authority’s Program. 

• Coordinate the activities of environmental projects and programs with consultants in the compliance with all federal, 
state and local regulations. Coordinate environmental training as needed.  

• Assist with the emergency response to hazardous situations, coordinate contractors responding to emergency 
notifications and evaluate performance and compliance.  

• Perform other duties as assigned. 
 
 
 
Bachelor Degree in Environmental Sciences or related field and two (2) years experience working with environmental 
programs and/or projects and may include field testing and sampling activities, regulatory compliance with governmental 
agencies, or an equivalent combination of closely related education, experience and training.   
 
 
 

• Knowledge of environmental program procedures, methods, practices, and their application to specific situations 

• Knowledge of federal, state and local environmental laws, rules, ordinances etc. and reporting procedures on 
hazardous waste discharges 

• Ability to coordinate environmental projects with other departments, outside consultants and contractors to meet 
regulatory compliance 

• Excellent written and oral communication skills and the ability to communicate technical information  

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Excellent planning, organizational and interpersonal skills 

• Strong attention to detail and multitasking skills 

• Proficient use of communication devices, hand tools, monitoring devices, test equipment and scientific procedures 
used for environmental inspections and procedures   

• Ability to read and understand storm drain atlas and geographic information systems (GIS)  

• Ability to perform statistical analysis and interpret and evaluate results  

• Intermediate computer skills and Microsoft Office programs required; knowledge of environmental data 
management systems desired.  

• Willing and able to work a flexible schedule including evenings, weekends, and holidays 
 

 
 

• Valid Florida driver’s license  
 
The following are required at time of hire or must be completed/obtained within 12 months: 
 

• Florida Stormwater, Erosion and Sedimentation Control Inspector Certification 

• Class A/B UST Operator Training 
 
 
 

• None 
 
 
 

• Work independently under moderate supervision, exercising considerable judgment and discretion 

• Position exercises judgement and leadership of the Authority consultants and contractors coordinating activities  
involving phases of work of primary importance   

• Coordinate inspections and activities, set up performance standards, refer unusual problems, evaluate compliance 
with policies 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: 
 
 
                
Assistant Vice President, Environmental  Date   Sr Vice President, Planning & Environmental Date  
 
 
         
Vice President, Human Resources  Date  
                
FLSA: Exempt  Shift Premium:  N/A 

EEO Category: Professional 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  
 

Environmental Specialist  

Department: Planning, Engineering & Construction      Date: September 12, 2024 

 

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

requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing   X   3 

Walking   X   3 

Sitting   X   3 

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

    X 2 

    X 2 

    X 2 

Bending/Stooping    X  3 

Pushing, Pulling and/or Digging     X 2 

Reaching over head     X 2 

Kneeling, Crawling    X  3 

Climbing (ladders, stairs, hills)     X 2 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing   X   3 

Detailed Inspection/Reading/Editing  X    3 

Writing    X   3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather   X   3 

Noxious Fumes    X  2 

Chemicals    X  2 

Insects    X  2 

Heights, Confined Areas     X 2 

Excessive Noise   X   2 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle   X   3 

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

Petroleum Storage Tank Monitors   X   3 

Water Quality Station Monitors    X   3 

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

                
Assistant Vice President, Environmental  Date   Sr Vice President, Planning & Environmental Date  
 
 
         
Human Resources Compensation  Date  
  
  



Job Description + Physical Requirements and Working Conditions   

EPMO Program Analyst 

Department: Executive Administration Date : May 21, 2025 

 Immediate Supervisor: Assistant Vice President, 

EPMO 
Pay Level: L24  

 

POSITION SUMMARY:. Responsible for supporting the Enterprise Portfolio Management 

Office (EPMO) by tracking, analyzing, evaluating, and regular reporting of 

portfolio/program/project performance metrics and key performance indicators (KPIs)in 

accordance with the organization’s Project Management Life Cycle.  Apply Earned Value 

Management analysis to compare actual versus planned portfolio/program/project 

performance for scope, schedule, and cost baselines.  Conduct project classification and 
prioritization analysis to facilitate project prioritization and resource optimization decision 

making by senior leadership.  Be the subject matter expert for the organization’s Project 

Management Information System (PMIS) and train key stakeholders.  Assist with business 

process improvement initiatives using a defined methodology such as defining, 

measuring, analyzing, improving, and controlling business processes.  Fostering a culture 

of continuous improvement and excellence.   
 

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: 

 

• Conduct Earned Value Analysis including Planned Value, Earned Value, Cost and 

Schedule Variance, Cost and Schedule Performance Index, Estimate at Completion, 

Estimate to Complete, Budge at Completion, and Variance at Completion.   

• Monitor program/project health metrics and proactively identify potential issues to 

mitigate risks. 

• Develop and deliver regular program reports to management, highlighting KPIs and 
progress against goals.  

• Analyze program and project data to identify trends, risks, opportunities, and areas 

for improvement.  

• Utilize data-driven insights to inform decision-making and continuous improvement 

initiatives.  

• PMIS and reporting systems power user. 

• Collaborate with key stakeholders amongst the business units to inventory and 

learn core processes 

• Document “as-is” processes to capture process and cycle times, redundancies, 

critical path and impact analysis, and recommended improvements. 

• Assist with creation and implementation of improved processes.  

• Assist with continuous improvement initiatives to optimize program efficiency and 

effectiveness.  

• Assist in the development, execution, and closure of project plans.  

• Maintain standardized process management knowledge base system including tools 

and templates.  

• Proactively communicate program and project status updates, and potential 

challenges to stakeholders. 

• Assist with administrative tasks in support of EPMO’s operations. 

• Execute all other assigned duties and responsibilities. 



Job Description + Physical Requirements and Working Conditions 

 

 

MINIMUM QUALIFICATIONS: 

• Bachelor’s degree in business, engineering, Project Management, or a related field. 
• Knowledge of/and experience with projects and process improvement in an airport 

setting preferred. 

 

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

• General knowledge of project management phases, techniques, and tools  

• Strong ability to work in a team environment 

• Ability to pay attention to detail and meet deadlines; strong organizational skills. 

• Demonstrated ability to analyze data and to analyze and plan projects. 
• Strong analytical, quantitative, critical thinking skills and the ability to manage 

changing priorities. 

• Excellent oral and written/grammar communication skills. 

• Ability to present information. 

• Demonstrated ability to maintain confidential and sensitive information. 

• Must always maintain professionalism and diplomacy while interacting with the 

public, Aviation Authority management and employees, tenants, vendors, 

contractors, airlines, regulatory authorities, etc. 

• Strong computer skills in Microsoft Suite of products including Word, Excel, 

Outlook, PowerPoint, Visio, and Teams 

• Strong desire to learn and apply knowledge into EPMO environment. 

 

LICENSES/ CERTIFICATIONS REQUIRED: 

• Valid Florida driver’s license  
 

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 

• None 

 

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 

• High level of initiative required.  Ability to work independently within supervision’s 

guidance and organization’s established processes and procedures. 

• Independently manage and prioritize multiple complex tasks, completing work 
under pressure to meet strict deadlines. 

• Able to work effectively and efficiently toward goals in a complex, diverse 

environment with multiple and changing demands.  

• Establish general operating procedures, quality, and quantity of work in an area 

of responsibility. 

• Expected to manage job responsibilities in a timely manner to meet deadlines.  

• Establish priorities to maximize productivity and efficiency.  

•  

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 



Job Description + Physical Requirements and Working Conditions 

may change at any time with or without notice.  The Aviation Authority reserves the 

discretion to revise this Job Description at any time. 

 

APPROVAL SIGNATURES: 
 

 

 

 

 

 

  

Immediate Supervisor                     Date  Chief External Affairs                    Date 

   

Vice President, Human Resources Date   

               

FLSA: Exempt Shift Premium: N/A 

EEO Category: Professionals  Rotating Shift:   N/A  

Manager Hours: 24  

 

 

 
 
 
 
 
 
 

 

 

 

 

 

 
  



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

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

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

Physical Effort Constant Very 
Frequent 

Frequent Occasional Rare Importance 

Standing    X  2 

Walking   X   2 

Sitting  X    3 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 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 Date  Human Resources – Compensation Date 

 

EPMO Program Analyst 

Department: Executive Administration Date: May 21, 2025  

 

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. 







































Job Description + Physical Requirements and Working Conditions   

External Affairs Specialist  

Department: Executive Offices Date: September 29, 2025 

Immediate Supervisor: Executive Office Administrator Pay Level: L18  

 

POSITION SUMMARY:. Responsible for coordinating and managing schedules and travel 

for the Chief Executive Officer (CEO) and Chief, External Affairs (CEA); and administrative 
support to the Assistant Vice President (AVP) of Government Relations. 

 
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: 
• Answer emails and phone calls to book appointments, confirm details and manage 

cancellations/rescheduling requests. 

• Maintain accurate calendars for staff and stakeholders, identifying and resolving 
scheduling conflicts. 

• Input detailed information into Outlook, including travel information and/or files, 
email threads – use of judgement needed to determine what to include 

• Interact with staff, stakeholders, high profile individuals, etc. to confirm 

appointments, provide updates and address scheduling inquiries. 
• Assist with travel arrangements, including flights, hotels, transportation, etc. via 

GOAA’s travel system software (Concur); and manage all travel processes to 
ensure a smooth travel experience. 

• Provide administrative and research assistance focusing on monitoring legislative 

activity, preparing briefing materials, coordinating meetings and delegation tours. 
• Maintain and update contact information for key government officials. 

• Perform administrative and research support including prepare correspondence (ie. 
letters/emails), copy, scan, file, and other general office duties..   

• Establish and maintain effective tickler systems. 

• Inventory and order departmental office supplies. 
• Assist with special projects or events. 

• Serve as back-up for other administrative functions.  
• Perform other duties as assigned. 

 

 

MINIMUM QUALIFICATIONS: 

Associate degree in Business Administration or related field and two (2) years experience 

in high-level administrative support work experience, or an equivalent combination of 
education, training and experience.  Experience with public sector administrative support 
and/or with Sunshine committee support preferred.   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

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

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



Job Description + Physical Requirements and Working Conditions 

• Demonstrated ability to responsibly handle sensitive and confidential information 
with the utmost confidentiality ensuring discretion in all communications and 

interactions. 
• Demonstrated ability to deal professionally and effectively with high profile 

individuals 
• Excellent administrative, organizational and time management skills 
• Strong communication skills, both verbal and written 

• Attention to detail and ability to maintain accurate records 
• Ability to prioritize tasks, manage multiple responsibilities and meet deadlines. 

• Customer service skills to handle inquiries and resolve issues 
• Demonstrated competency and professionalism, exercising good judgment, 

initiative, resourcefulness and decision-making skills 

• Knowledge of Florida Sunshine meeting law preferred 
• Knowledge of the legislative process at the state and federal level preferred 

 

LICENSES/ CERTIFICATIONS REQUIRED: 

• Valid Florida driver’s license  
 

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 

• None 
 

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 

 
• Exercises considerable independence under general supervision 

• Makes independent decisions, following established guidelines/procedures 
• Demonstrates good judgment in communicating with executive management, 

elected officials, community leaders, and other Authority departments regarding 

schedules, etc. 
• Prioritizes workload; makes office operations decisions. 

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

 

 
 

 
 
 

 
 

 
 
 

 



Job Description + Physical Requirements and Working Conditions 

APPROVAL SIGNATURES: 

 
 

  

Immediate Supervisor/CEA              Date  Chief Administrative Officer        Date 
 

 

 

 

 

 

               
FLSA: Non-exempt Shift Premium: N/A 

EEO Category: Administrative Support Rotating Shift:   N/A  

Manager Hours: NA  

 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

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

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

Physical Effort Constant Very 
Frequent 

Frequent Occasional Rare Importance 

Standing     X 2 
Walking     X 2 
Sitting X     3 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

    X 1 
    X 1 
    X 1 

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

 

External Affairs Specialist 

Department: Executive Offices Date: September 29, 2025  

 

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. 



Job Description + Physical Requirements and Working Conditions   

External Affairs and Board Services Coordinator 

Department: Board Services February 2025 

Title of Immediate Supervisor: Manager, Board Services Pay Level: L21 

 
POSITION SUMMARY: Provide overall administrative support for the External Affairs 

Department. Assist in the management of the administrative requirements and procedures for 

the Aviation Authority Board and other GOAA executive level committees, maintaining 
compliance with Sunshine Law as required. Provide administrative support to the Assistant Vice 
President, Project Management Office (PMO). 

 

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: 

 
• Provide Board meeting support; compile agenda packages, post/advertise Board 

documentation as required, and forward to Board Members, Aviation Authority Staff, 
General Counsel, City Attorney, and City Clerk.  

• Assist in the Board agenda process, coordinate with internal departments and General 
Counsel verifying that all documents include the correct recommendation and language, 
required approvals are requested and received, and necessary backup is provided.  
Research historical information for previous authorizations or actions as needed. 

• Complex recordkeeping responsibilities including attesting and notarizing documents as 
needed.  

• Perform Recording Secretary tasks, to include but not limited to; schedule meetings, 
prepare and distribute agenda packages, transcribe, compose, and distribute meeting 
minutes, and follow up on action items for the next meeting. Serve as a backup for 

Sunshine meetings (Board, Finance, Commercial Properties Development Committee and 
Compensation Committee).  

• Draft written correspondence as assigned.   
• Assist with special projects/assignments/reports/events as assigned.  May include 

organizing complex data, designing spreadsheets, PowerPoint presentations, event 
planning, etc.  Often requires compiling and evaluating data from multiple sources into 
presentations or reports, researching information using independence regarding sources.   

• Coordinate travel schedules and arrangements; reconcile, prepare and submit complex 

expense reports, including international travel for the AVP and PMO. 
• Serves as backup for travel arrangements and submitting complex expense reports, 

including international travel for Chief Executive Officer, Chief, External Affairs and other 
Chief-level staff members.  

• Serve as a backup to the External Affairs Specialist and assist other Executive staff as 

needed.  
• Assist with coordinating and facilitating periodic training to the GOAA Staff on pre and 

post Board meetings procedures and processes.  
• Review and process all invoices for Executive Administration, Government Affairs and the 

PMO.  
• Perform other duties as assigned. 

  



Job Description + Physical Requirements and Working Conditions 

 

MINIMUM QUALIFICATIONS: 
 
Bachelor’s degree and two (2) years related administrative support experience at an executive 
level or an equivalent combination of education, training, and experience. Knowledge of State 
Sunshine Law and State Public Records Law preferred. Experience in a municipal and/or 

county/state governmental agency or in a legal firm with responsible administrative experience 
highly desired. 
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 

• Proficient in Microsoft Word, Excel, PowerPoint and Outlook 
• Strong organizational skills and attention to detail 
• Ability to multitask and change priorities as needed 
• Strong oral and written communications  
• Excellent grammar skills 

• Ability to deal professionally and effectively with high profile individuals 
• Ability to maintain confidentiality and manage proprietary information and sensitive 

situations 
• Knowledge of Florida Sunshine meeting law preferred 

 

LICENSES/ CERTIFICATIONS REQUIRED: 
 

• Valid Florida driver’s license 

• State of Florida Notary Public at time of hire or must be obtained within 90 days of 
hire/promotion 

 

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 
 

• None 
   

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 
 

• Work independently under general supervision performing routine and non-routine tasks 
with minimal supervision 

• Exercise considerable judgement in decisions, planning, researching and evaluating data 
• Schedule and coordinate meetings with senior management, consultants, airline officials, 

tenants, and other Authority departments 
• Set work priorities, analyze telephone inquiries and make referrals, make office 

operations decisions. 
• Demonstrates good judgment in communicating with executive management, elected 

officials, community leaders, and other Authority departments regarding schedules, etc. 

 

This Job Description is intended to be comprehensive and to provide details of the position 

for which it has been written.  However, this Job Description is not intended to limit any 

of the duties, responsibilities or activities that may be required of the employee who is 

employed in the position.  Other duties, responsibilities or activities may be assigned or 

may change at any time with or without notice.  The Aviation Authority reserves the 

discretion to revise this Job Description at any time. 

 



Job Description + Physical Requirements and Working Conditions 

APPROVAL SIGNATURES: 
 

 

 

 

 

 

  

Immediate Supervisor                     Date  Chief External Affairs                        Date 

   

Vice President, Human Resources Date   

               

FLSA: Exempt Shift Premium:  N/A 

EEO Category: Protective Service Worker Rotating Shift:   N/A  

Manager Hours: 40  

 

 

 

  



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

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

Walking  X  X  2 

Sitting  X    2 

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 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 Date  Human Resources – Compensation Date 

 

Board Services Coordinator 

Department: Board Services Date: February 5, 2025 

 

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. 









        Job Description 
     

Financial Analyst – GASB 

Department: Finance          Date: September 15, 2023     

Title of Immediate Supervisor: Manager, Finance (Financial Reporting)                                Pay Level: L23 
 
POSITION SUMMARY:  Serve as liaison with Concession, Commercial Property, Information Technology and other 
Finance staff.  Responsible for the accounting of the GASB 87 Leases (Lessee and Lessor) and GASB 96 Subscription-
Based Information Technology Agreements (SBITA) of the Greater Orlando Aviation Authority’s (GOAA). Coordinate 
monitoring of leases and SBITA, including identification of leases/agreements, documentation, set up of Propworks 
accounts, preparation of journal entries and related GL account reconciliations.  Prepare financial statements required 
disclosures.  
 

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: 
 

• Coordinate with Concessions, Commercial Property, Information Technology and Finance the identification of new 
GASB 87 Leases and GASB 96 SBITA Agreements, including but not limited to, leases for Rental Automobile 
Concessions (RACs), airlines, concessions, property (building and grounds), leasebacks and IT subscriptions 

• Obtain and save an electronic copy of the new leases and agreements. 

• Create Propworks lease accounts and bill rules for GASB 87. 

• Run Propworks reports and compare terms to documentation (leases and agreements). 

• Run Propworks reports to prepare journal entries, and reconciliations. 

• Verify the original/billed revenues recorded were properly reversed and new lease revenues recorded properly. 

• Provide monthly explanations to variances in leases related GL accounts. 

• Prepare quarterly and fiscal year end notes to the financial statements and Annual Comprehensive Financial Report 
(ACFR).  

• Compare GL revenues per category with revenues in the ACFR Statistical schedule (STAT 03). 

• Prepare Internal Control policy for Leases with detailed procedures. 

• Review and Interpret new GASBs for compliance and assist in the implementation of new GASBs as needed 

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Accounting and four (4) years of related accounting/finance experience, or an equivalent combination of 
related education, training, and experience.  Public Accounting experience preferred.  
 
 
 

• Extensive accounting analytical skills, critical thinking and high level problem solving abilities.   

• Working knowledge of GASB 87 Leases and GASB 96 SBITA and its implementation desired 

• Current technical accounting skills including knowledge of GAAP, GASB and financial reporting practices for 
enterprise fund accounting preferred 

• Extensive knowledge of Excel, computerized accounting systems including General Ledger and Fixed Assets 
modules; experience with Oracle preferred 

• Able to handle high volume of transactions, and interpret detailed information, contracts and financings 

• Knowledge and experience of various financial areas and handling multiple responsibilities 

• Excellent oral and written communication skills, as well as interpersonal skills 

• Ability to analyze and manipulate large amounts of data to produce useful data sets 
 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



 
 
 

• Valid Florida driver’s license  

• Certified Public Accountant license desired  
 
 
 

• None 
 
 
 
 

• Work independently under limited supervision and general direction, high level of discretion and initiative is required   

• Must be proactive and take initiative with respect to execution of responsibilities and achievement.   

• Must be able to determine when additional analysis or follow up is needed.   

• Must be able to manage multiple tasks and projects and adjust work schedule to meet deadlines, and be able to 
handle a great variety of tasks and responsibilities simultaneously and efficiently including prioritizing of daily and 
monthly work.   

• Ability to think through problems and exercise sound judgement in problem solving 
 

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

APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Assistant Vice President  Date 
 
 
                
Department Deputy CFO   Date  Chief Financial Officer    Date 
 
 
         
Vice President, Human Resources              Date    
                
FLSA: 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  
 

Financial Analyst – GASB 

Department: Finance         Date:  September 15, 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 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 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  Date Department Deputy Chief Financial Officer Date 
 
 
      
Human Resources - Compensation  Date  















Job Description + Physical Requirements and Working Conditions   

Fire Chief 

Department: ARFF Date: January 29, 2025 

Immediate Supervisor: Senior Vice President, Operations Pay Level: FM2 

 
POSITION SUMMARY:  Direct the Greater Orlando Aviation Authority (GOAA) Aircraft 

Rescue and Firefighting Department (ARFF), which perform aircraft and structural fire 

protection, fire prevention inspection and education, and emergency medical services.   

Perform as a principled, accountable fire service professional leading with a strong and 

confident presence. Provide leadership by example while demonstrating the highest levels 

of personal and professional integrity.  Communicate a sense of vision backed by specific 

goals and objectives with the ability to measure success.        

 

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: 

• Provide counsel and administrative leadership in all matters of public safety 

pertaining to the development and maintenance of airport fire protection and 

emergency medical services 

• Coordinate the functions and operation of the department in a manner consistent 

with GOAA policy. 

• Plan, assign, and coordinate activities performed by a large group of employees 
engaged in varied fire/rescue emergency response situations. The Fire Chief may 

assume command of any ARFF or other emergency operations warranting 

personal direction. 

• Responsible for the compilation, submission, and execution of operating and 

capital budgets for fiscal operations.  

• Supervise the planning, organization, and control of ARFF policies and procedures 

to maintain Index E operations. 

• Establish departmental goals and objectives. 

• Analyze fire service needs, as well as the availability of resources, existing 

programs, and other related factors in developing innovative programs to meet 

those needs. 

• Conduct ARFF staff meetings to ensure proper coordination and meeting of 

department needs. Attend other meetings as directed. 

• Perform other duties as assigned. 

 

MINIMUM QUALIFICATIONS: 

• Bachelor degree in Fire Administration, Fire Science, Public/Business 

Administration or related field and ten (10) years of fire/EMS experience with a 

minimum of five (5) years or more of progressively responsible fire management 

and/or command experience, or an equivalent combination of education, training 

and experience.  Master degree and ARFF management experience preferred.   

 

 

 

 

 



Job Description + Physical Requirements and Working Conditions 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

• Knowledge of ARFF and structural fire suppression, fire prevention, public 

education and emergency medical services 

• Knowledge of the theories, principles, and practices of effective public 

administration, with particular reference to Fire District policies, personnel, and 

budget administration. 

• Knowledge of goal achievement techniques and the government/public entity 

process 

• Knowledge of emergency preparedness procedures and emergency management 

• Demonstrated leadership and/or supervisory skills during emergency and non-

emergency operations 

• Skill in negotiating and resolving procedural conflicts/issues 

• Skill in public speaking 

• Ability to plan, assign, and appraise the work of subordinates 

• Ability to establish and maintain effective working relationships at all levels 

• Ability to make life and death decisions under extremely stressful emergency 

conditions 

• Strong written, oral and presentation skills 
• Excellent interpersonal, team and collaboration skills 

 

LICENSES/ CERTIFICATIONS REQUIRED: 

• Valid Florida driver’s license for the operation of emergency vehicles (required at 

time of hire or must be obtained within 30 days). 

 

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

months: 

• State of Florida Firefighting Certificate of Compliance prescribed by Florida State 

 Statute 633 

• 16-hour Emergency Vehicle Operators Course (EVOC) 

• Florida Fire Officer II certification  

• NIMS certification required (100, 200, 300, 400, 700, 800) 

• State of Florida EMT or Paramedic 
Preferred Certifications 

• Executive Fire Officer (EFO) certification from the National Fire Academy (NFA) 

• Chief Fire Designation from the Center for Public Safety Excellence  

• Florida Fire Officer III or higher 

  

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised) 

• Directly supervises a staff of approximately two (2) employees; indirectly 

supervise a staff of eighty three (83) employees (including administrative and 

combat fire personnel) 

 

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (Include examples of 

situations where this position might exercise independence and make decisions) 

• This position has the latitude to make independent decisions, develop and issue 

policies, and administer discipline in accordance with established policies and 

procedures 

• Approval authority for procurement of goods and services as described in GOAA 

policy 



Job Description + Physical Requirements and Working Conditions 

• Authority and responsibility to make decisions in the best interest of GOAA in 

emergency situations 

• Mitigate emergencies, assuming Incident Command as necessary 

• Manage resources to maintain an Index E operation at all times 

 

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 Aviation Authority reserves the 

discretion to revise this Job Description at any time. 

 

APPROVAL SIGNATURES: 

 
 

 

 

 

 

  

Immediate Supervisor                     Date  Chief Operating Officer                  Date 

   

Vice President, Human Resources Date   

               

FLSA: Exempt Shift Premium:  N/A 

EEO Category: Senior-Level Officials and Administrator Rotating Shift:   N/A  

Manager Hours: 40  

 

 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

  



Job Description + Physical Requirements and Working Conditions 

Frequency Importance 
Constant:  
Very Frequent:  
Frequent:  
Occasional:            
Rare:                         

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

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

Physical Effort Constant Very 
Frequent 

Frequent Occasional Rare Importance 

Standing    X  3 

Walking    X  3 

Sitting   X   3 

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

   X  2 

    X 2 

    X 2 

Bending/Stooping    X  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 

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   3 

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 

Other       

SUPERVISOR COMMENTS: 

 
 
 
 

 

 

 

Immediate Supervisor Date  Human Resources – Compensation Date 

 

Fire Chief 

Department: ARFF Date: January 29, 2025 

 

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. 









 

 

        Job Description 
     

HR Front Desk Clerk 

Department: Human Resources          Date: June 19, 2024 

Title of Immediate Supervisor: Assistant Vice President, Human Resources   Pay Level: L14 

 
POSITION SUMMARY:  Provides general office support to the Human Resources (HR) staff.  Assists with the coordination 
and processing of Human Resources services in the following areas:  recruitment, benefits, compensation, labor and 
employee relations, retirement, and training and development.  Assists the Human Resources staff with a broad range of 
activities, special events, and projects. 
 
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: 
 

• Provide administrative support to the department including answering telephones, process/distributing mail, making 
copies, and faxing documents; scheduling employee meetings and appointments; maintaining a wide variety of logs 
and records.     

• Coordinate a large volume of filing and scanning, much of it sensitive.  Organize and maintain associated logs for 
file and storage rooms and electronic filing.  Process central filing requests. 

• Greet and assist internal and external customers.  Research and provide information regarding policies, 
procedures, benefit forms, career opportunities, telephone employment verifications, etc.   

• Process badge renewals request for all internal Greater Orlando Aviation Authority (Aviation Authority) employees 
and generate Badge Expiration Report.  

• Assist job applicants with the application process, providing information about job openings, application procedures, 
and required documentation over the phone or in person. 

• Coordinate meeting room bookings for the HR Department and verify all necessary resources are available. 

• Maintain the Airport Employment Guide, administer work samples, set up the New Hire Orientation folders, assist 
with Expanded Orientation folders, maintain the job line, etc. 

• Receive, sort, and distribute incoming mail and packages to the appropriate recipients within the HR department 
and prepare outgoing mail and packages as needed. 

• Monitor and maintain office equipment, such as printers, copiers, and scanners. Coordinate repairs or maintenance 
with vendors as required. 

• Monitor inventory levels and notify the Immediate Supervisor to reorder office supplies, stationery, and other 
materials as needed. 

• Maintain strict confidentiality of HR-related information and handle sensitive documents and discussions with 
discretion and professionalism. 

• Manage HRFrontDesk email and Calendar, respond to email inquiries, and forward emails to the appropriate 
Department. 

• Perform other duties as assigned. 
 
 
 
High school graduate or equivalent and three (3) years of administrative experience in a high-volume customer contact 
corporate office environment, or an equivalent combination of education, training, and experience.  Associate degree and/or 
Human Resources experience preferred. 
 
 

MINIMUM QUALIFICATIONS:   

 



 

 

 
 
 

• Strong oral and written communication skills  

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

• Strong organizational skills and ability to meet tight deadlines; able to effectively multi-task and prioritize workload  

• Ability to maintain confidentiality when working with sensitive information   

• Strong computer skills with knowledge of business software applications required.  Advanced experience with 
Microsoft Word, and Excel, working knowledge of Access and PowerPoint.  

• Detail oriented  

• Able to type 50 wpm  

• Bilingual skills desirable 
 
 
 

• Valid Florida driver’s license  
 
 
 

• None 
 
 
 

• This position works under general supervision with limited independence and under general direction. 

• Makes routine decisions within established.  
 

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

EEO Category: Administrative Support Workers 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  
 

HR Front Desk Clerk 

Department: Human Resources         Date: June 19, 2024 

 

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  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 1 

Reaching over head     X 2 

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 Date Vice President, Human Resources   Date 
 
 
      
Human Resources - Compensation  Date  



        Job Description 
     

General Maintenance Worker 

Department: Facilities          Date: April 22, 2024 

Title of Immediate Supervisor: Supervisor, Maintenance Support     Pay Level: B4 

 
POSITION SUMMARY:  The General Maintenance Worker performs general maintenance and repairs on equipment and 
buildings. Requires practical skill and knowledge of trades, such as painting, carpentry, plumbing, masonry, HVAC, and 
electrical work.  
 
Work involves a variety of the following duties: replacing electrical receptacles and switches, light fixtures, and motors, 
changes filters and fan belts, using plaster or compound to patch minor holes and cracks in walls and ceilings, repairing or 
replacing sinks, water coolers, and toilets painting structures and equipment; repairing or replacing concrete floors, steps, 
and sidewalks, replacing damaged paneling and floor tiles, hanging doors and installing door locks, replacing broken 
window panes, and performing general maintenance on equipment and machinery. 
 
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: 
 

• Perform semi-skilled general labor tasks, which include, but are not limited to: HVAC filter replacements and other 
helper tasks, plumbing helper tasks, electrical helper tasks, etc.  

• Work involves a variety of the following duties: 
o Replacing electrical receptacles and switches, light fixtures, and motors  
o Changes filters and fan belts 
o Use plaster or compound to patch minor holes and cracks in walls and ceilings, then paint structures and 

equipment  
o Repairing or replacing sinks, water coolers, and toilets 
o Repairing or replacing concrete floors, steps, and sidewalks, replacing damaged paneling and floor tiles, 

hanging doors and installing door locks 
o Replacing broken window panes 
o Performing general maintenance on equipment and machinery 

• Complete maintenance work orders as assigned, record all time, materials, and equipment information correctly 
and promptly to ensure accurate maintenance and repair records are kept. 

• Assists other trades and receive training. 

• Responsible for staying current on all Greater Orlando Aviation Authority (Aviation Authority) emergency response 
procedures and implements proper response as required. 

• Performs other duties as assigned. 
 
 
 

High school graduate and one (1) years of experience as a construction or maintenance trades at similar levels, or an 
equivalent combination of education, training, and experience. 

 
 

• GOAA automobile (when assigned to mail position) 

• Two-way radios 
 
 
 

MINIMUM QUALIFICATIONS:   

 

EQUIPMENT OPERATED: 



 
 
 

• Basic knowledge of essential safety equipment and protective devices 

• Must be capable of properly operating field communications equipment 

• Must be able to use basic hand tools and small power tools safely 
 

 
 

• Valid Florida driver’s license  
 
 
 

None 
 

 
 

• Determines the best method of accomplishing assigned tasks with supervision. 
 

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

 
APPROVAL SIGNATURES: 
 
 
 
                
Immediate Supervisor    Date  Manager, Airfield & Grounds   Date 
 
 
 
                
Assistant Vice President, Facilities  Date  Vice President, Facilities    Date  
 
 
 
         
Vice President, Human Resources  Date   
                
FLSA: Non-Exempt Shift Premium:  Yes 

EEO Category: Laborers and Helpers 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  
 

General Maintenance Worker 

Department: Facilities         Date: April 22, 2024 

 

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 1 

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

   X  2 

   X  2 

    X 1 

Bending/Stooping    X  3 

Pushing, Pulling and/or Digging    X  2 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing   X   3 

Detailed Inspection/Reading/Editing   X   3 

Writing      X 2 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes    X  2 

Chemicals    X  2 

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, etc.)    X  3 

Waste Line Auger  X    3 

Pipe threading machine    X  2 

Bucket Truck     X 2 

Hand/ Power tools    X  3 

Mobile computerized maintenance management system X     3 

SUPERVISOR COMMENTS: 

 

 

                
Immediate Supervisor    Date  Manager, Airfield & Grounds   Date 
 
 
         
Human Resources - Compensation  Date  











 

 

        Job Description 
     

GIS Developer 

Department: Information Technology        Date: January 31, 2024 

Title of Immediate Supervisor: Assistant Manager, Business Automation    Pay Level: L28 
 
POSITION SUMMARY:  Analyzes processes, develops and evaluates process automation concepts and options, assesses 
associated costs and benefits, designs and test documents, application development, software installation, configuration 
and change management, and user training and support. Assess software, product, or service capabilities and alternatives 
(COTS or custom) to make recommendations considering cost and effectiveness. The candidate will lead select Geographic 
Information System (GIS) server, mobile, and desktop application development efforts.   
 
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: 
 

• Provide technical support and troubleshooting for GIS applications and systems. 

• Collaborate with GIS administrators, analysts, and stakeholders to understand their needs and requirements. 

• Develop and implement GIS applications, tools, and workflows to support various projects and stakeholders. 

• Design, develop, and maintain geospatial databases and data models. 

• Integrate GIS systems with other software applications and data sources. 

• Develop custom scripts and tools to automate GIS processes and workflows. 

• Conduct testing and quality assurance of GIS applications and systems. 

• Analyze and document processes or portions of processes that are identified as candidates for automation.  

• Develop and document process automation concepts and assess options and assessment of their associated costs 
and benefits. 

• Define detailed function, interface, and performance requirements for selected automation options that are 
consistent with standard application methodologies. 

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

• For acquired systems and components developed in-house, prepare design documentation, and conduct design 
reviews, code, or configure software, prepare test plans and procedures, and perform or observe tests as 
appropriate. 

• Prepare training documents, conduct training sessions, and provide continuing support. 

• Technical lead on selected projects (mobile and desktop GIS applications) as required. 

• Understand and use formal development and maintenance methodologies, standards, and procedures. 

• Perform other duties as directed, including but not limited to system or component administration duties. 
 
 
 
Bachelor degree in a related geospatial data discipline with five (5) years of related professional work in a geospatial 
technology environment or an equivalent combination of education, training and experience. Requires specialization in 
systems analysis, design, development, system integrations and testing a medium to large corporate enterprise 
environment. Proven experience with a variety of GIS related software, programming languages and tools. Experience in 
the implementation of and post-implementation support of at least one GIS enterprise environment. 
 
 
 

MINIMUM QUALIFICATIONS:   

 



 

 

• Considerable knowledge of Enterprise GIS Architecture, geospatial databases and data models 

• Ability to develop and update applications, create maps and dashboards using GIS software 

• Strong programming skills in languages such as Python, Arcade, JavaScript, or C# 

• Experience working with ESRI on premises and online software and toolsets for both desktop and mobile 
applications 

• Knowledge of web development technologies such as HTML, CSS, REST APIs and JavaScript 

• Skill in preparing and proofing documents and maps for accuracy and thoroughness of content 

• Solid understanding of system design and workflow analysis 

• Working knowledge of the latest computers, mobile device and GIS software and application technologies 

• Excellent verbal and written communication skills 

• Strong technical writing skills 

• Demonstrated experience in working on teams to establish goals and deliver results 

• Strong interpersonal relationship skills with a focus on teamwork, customer service and customer satisfaction 

• Excellent organization skills; ability to prioritize and effectively handle multiple projects; exhibits good judgment  

• Experience using one or more leading analysis and development methodologies (such as Agile) 

• Attention to detail, a self-starter and the ability to take initiative 
 

 
 

• Valid Florida Driver License  
 
 
 

• None 
 
 
 

• Work independently with little supervision, substantial latitude in initiative and authority 

• Independent judgment for complex technical issues is required on a daily basis 

• Research issues, evaluate the resulting data, weigh conflicting data/priorities, make related presentations and 
recommend actions 

 

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    Date  Senior Manager, Automation Software  Date 
 
 
 
                
Assistant Vice President, IT   Date  Interim Vice President, IT   Date 
  
 
 
 
        
Vice President, Human Resources  Date 
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professionals Rotating Shift:   N/A  



 

 

Physical Requirements and Working Conditions  
 

GIS Developer 

Department: Information Technology        Date: January 31, 2024 

 

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 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   2 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle     X 2 

General Office Equipment (Computer, Copier, Fax, etc.)     X 1 

Other       

SUPERVISOR COMMENTS: 

 
 
 

 

                
Immediate Supervisor    Date  Senior Manager, Automation Software  Date 
 
 
                
Assistant Vice President, IT   Date   Human Resources - Compensation  Date 
 

































































 

 

        Job Description 
     

Human Resources Generalist (Benefits) 

Department: Human Resources        Date: September 20, 2024 

Title of Immediate Supervisor: Manager, Human Resources (Benefits & Compensation) Pay Level: L21 
 
POSITION SUMMARY:  Perform professional-level day-to-day administration and support of Human Resources activities in 
employee benefits programs for the Greater Orlando Aviation Authority (Aviation Authority). Manage various benefits, 
including medical, dental, vision, and leave programs, while maintaining compliance with relevant regulations and policies. 
Assist the Human Resources Department with a broad range of program activities as required. 
 
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: 

 

• Assist the HR Benefits function as follows: the day-to-day administration of benefits for medical, dental, vision, life, 
FMLA, STD, LTD, ADA, COBRA, Shared Leave, Military Leave, LOA, Bereavement Leave, Absence Pro, and 
flexible spending account and health savings account for all active and retired employees, as applicable. Administer 
and maintain online eligibility for medical, dental, and vision for active employees, retirees, and COBRA 
participants. Process insurance billing and submit bills to finance for payment. Coordinate Wellness Program 
activities budget. 

• Process the day-to-day transactions of medical, dental, vision, health savings account, and flexible spending 
accounts vision for active employees, retirees, and COBRA participants. 

• Knowledge workers' compensation such as reporting claims, creating files, following up with employees and the 
insurance company. 

• Knowledge of related policies, procedures, and benefits law, and verify all are followed throughout the process. 

• Assist with HR Compliance (labor law poster updates, WC notices, etc.). 

• Conduct new hire benefits portion of the orientation process; provide benefits information to new hires and serve as 
backup for inputting new hires in the benefits administration system (confirm benefits selection). 

• Assist during open enrollment with questions and assist within the benefits administration system. Schedule 
locations, assist set up, updates forms, and create spreadsheets. Coordinate with carriers, benefits consultant, etc.  
Establish timeline; develop and coordinate communications; review, update and approve summary plan 
descriptions and certificates of coverage.  Participate with the Manager in negotiating benefit renewals and 
establishing plan design.  

• Maintain assigned benefits related logs in a timely manner.   

• Maintain all pertinent data in the applicable systems and check the quality and accuracy of benefits related 
employee data. 

• Administer and maintain on-line eligibility for medical, dental and vision for active employees, retirees, and COBRA 
participants. 

• Assist employees with benefit question and resolve claims issues as necessary. 

• Assist employees and retirees with questions regarding insurance and/or explanation of benefits and resolve 
insurance issues with the carrier representatives. 

• Perform other duties as assigned. 
 
 
 
Bachelor's degree in Human Resource Management or a related field, and two (2) years of Human Resources work 
experience, to include benefits-related responsibilities and organization development or an equivalent combination of 
education, training, and experience. 

MINIMUM QUALIFICATIONS:   

 



 

 

 
 
 

• General knowledge and understanding of Human Resources policies and procedures, and benefits law 

• Excellent oral and written communication skills; strong presentation skills – ability to communicate effectively in 
English; multilingual skills preferred 

• Advanced computer skills; able to work effectively in Microsoft Word, Excel, and Outlook required 

• Thorough understanding of employee benefits programs and regulations 

• Requires a high degree of attention to detail 

• Organizational skills to effectively prioritize work, multitask, and meet deadlines 

• Demonstrated ability to work with confidential and sensitive information 

• Demonstrate strong analytical and problem solving skills 

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

 
 
 

• Valid Florida driver’s license  
 
 
 

• None 
 
 
 

• Although procedures and most documents are standardized, judgment is required when talking to and evaluating 
applicants, when completing background investigations, and during the recruitment, interview and selection 
processes    

• Work independently under moderate supervision 
 

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  Vice President, Human Resources   Date 
 
 

                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professionals 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  
 

Human Resources Generalist (Benefits) 

Department: Human Resources          Date: September 20, 2024 

 

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 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 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  Date Vice President, Human Resources   Date 
 
 
      
Human Resources - Compensation  Date  

 



        Job Description 
     

Human Resources Manager (HRIS) 

Department: Human Resources        Date: July 23, 2024 

Title of Immediate Supervisor: Vice President, Human Resources     Pay Level: L29 
 
POSITION SUMMARY:  System administrator for Human Resources applications; design, develop, test and implement 
automated solutions; troubleshoot and assist Human Resources staff as needed. Provide the Human Resources 
department with up-to-date information, data and reports. Maintain current data in HR Systems and work closely with the 
Payroll department to verify the accuracy of payroll. 
 

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 
description, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 

• Manage and administer the organization’s HRIS, ensuring data accuracy, integrity, and security. Configure and 
customize HRIS modules and functionalities to align with organizational processes and policies. Monitor system 
performance and troubleshoot issues, collaborating with IT and vendor support as needed. 

• Develop and maintain data standards, protocols, and governance policies for HR data to generate and analyze HR 
metrics, reports, and dashboards to support decision-making and strategic planning ensuring timely and accurate 
reporting for compliance requirements, audits, and management insights. 

• Lead initiatives to streamline HRIS processes, workflows, and data entry to enhance efficiency and user experience 
identifying opportunities for automation and integration with other systems (e.g., payroll, performance management) 
and implementing best practices and industry standards to optimize HRIS functionality and user adoption. 

• Serve as a project manager, department liaison, and technical expert for conversion and upgrade activities. 
Coordinate these efforts with other GOAA staff as needed.  

• Develop user-training material for Human Resources systems. Instruct Human Resources staff on the use of these 
systems and provide technical support when needed. Develop and maintain administrator desk manual for systems 
reference and operational guidelines. 

• Manage relationships with HRIS vendors and consultants, including contract negotiation, service level agreements, 
and ongoing support. Stay informed about industry trends, new technologies, and updates to HRIS systems to 
recommend enhancements and improvements. 

• Maintain day-to-day input of changes to HRIS for system updates and payroll purposes; maintain interface for 
payroll transmissions and data integrity for synchronization of HR systems. 

• Map open employment requisition to position control for authorized FTE. Create new positions as necessary. 

• Analyze employee performance data, develop performance improvement strategies and provide insights to 
enhance overall workforce effectiveness.  

• Collect, analyze, and interpret HR data related to recruitment and retention, implement annual benefits, systems 
changes. 

• Perform other duties as assigned. 
 

 
 
 

Bachelors degree in Human Resource Management, Public or Business Administration, or a closely related field and two (3) 
years of professional experience in related Human Resources multiple disciplines or an equivalent combination of 
education, training, and experience. Human Resources computer systems with HRIS experience required. 

 
 
 

• General knowledge and understanding of Human Resources practices and procedures. 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Knowledge in HRIS, HR processes, data entry and analysis, and other data-related areas of the Human Resources 
function. 

• General Knowledge of laws and functionality of public sector pension plans, knowledge of principles, and practices 
of all Human Resources functions. 

• Extensive knowledge of and ability to use standard PC equipment and software, including Microsoft Word, Excel 
and Access applications. 

• Ability to type and input data quickly and accurately, use word processing and other personal computer and office 
equipment skillfully. 

• Excellent oral and written communication skills.  

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

• High degree of attention to detail. 

• Able to effectively prioritize workload and work effectively with interruptions and changing priorities. 

• Ability to work on several projects at once, and to plan and organize wide variety of activities. 
 

 
 

• Valid Florida driver’s license  
 
 
 

• None 
 
 
 

• Work independently under minimal supervision, exercising considerable judgment and discretion 

• Develop procedures, training programs and test materials for training employees   

• Interact with persons of various levels throughout the Authority; may include outside consultants   
 

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/VP   Date  Chief Administrative Officer   Date 
                
FLSA: 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  
 

Human Resources Analyst (Recruiting & Retention) 

Department: Human Resources        Date: June 6, 2024 

 

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 1 

    X 1 

Bending/Stooping     X 2 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 2 

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/VP  Date Chief Administrative Officer   Date 
 
 
      
Human Resources - Compensation  Date  















        Job Description 
     

Internal Audit Coordinator 

Department: Internal Audit        Date: March 21, 2024 

Title of Immediate Supervisor: Senior Vice President, Internal Audit     Pay Level: L18 
 
POSITION SUMMARY:  Provides administrative support, including payroll functions, to the Internal Audit Department 
including direct support to the Senior Vice President, Internal Audit on a day-to-day basis.   
 
 

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: 
 

• Perform administrative functions; i.e., type, file, answer/screen telephone calls, take messages, provide assistance, 
draft documents, coordinate and route correspondence, make copies, scan, fax, perform daily mail distribution, etc. 
for Department. 

• Responsible for the maintenance, storage, and destruction of department records, per applicable policies and 
regulations, and working in conjunction with the Greater Orlando Aviation Authority’s (Aviation Authority) designated 
records management personnel. 

• Type or prepare, and/or issue standard correspondence, Internal Audit reports, annual audit reports, annual audit 
plans, Finance Committee memorandums, activity reports, statistical, financial, and special reports, presentations, 
training materials, and RFP’s. 

• Authorized procurement card user; reconcile monthly procurement card activity.  

• Inventory and order departmental office supplies. 

• Schedule appointments and manage the calendar for the Senior Vice President, Internal Audit on Outlook. 

• Manage department payroll data and prepare documentation for bi-weekly submittal; maintain all supporting 
documentation. 

• Data entry and review of time tracking through including preparation of time utilization reports. 

• Prepare the quarterly status of audits report and the department’s monthly activity report. 

• Coordinate travel schedules and arrangements; reconcile, prepare, and submit expense reports 

• Document and route relevant reports to the applicable department in the Whistle-Blower Reporting System. 

• Compile data and prepare or assist in the preparation of budget documents.  Maintain monthly budget summary 
analysis.   

• Responsible for the Oracle procurement process from requisition through payment, appropriately utilizing 
requisition, direct pays, fund releases, purchase orders, etc.; complete, process and maintain all related 
documentation. 

• Participate in the department's Business Continuity Plan; verify updates to the plan occur according to the 
department schedule. 

• Provide assistance and support with meetings, including upper management, consultants, legal advisors, and 
business and industry representatives. 

• Provide assistance and support to other Aviation Authority departments for special projects or events as needed. 

• Maintain files for continuing professional education requirements and auditor independence statements, as needed. 

• Maintain a tickler system for follow-up actions for the department. 

• Research and compile a variety of information as assigned. 

• Perform or assist with special projects or other assignments as requested. 
 



High school graduate or equivalent and three (3) years’ experience in high level administrative support, or an equivalent 
combination of education, training and experience.  Associate degree desirable.   
 
 
 

• Typing speed of 50 wpm 

• Proficient in Microsoft Office (Word, Excel, Access, Outlook, and PowerPoint) 

• Excellent grammar, punctuation and spelling 

• General knowledge of the travel industry 

• Proficient oral and written communication skills 

• Ability to work well with others 

• Ability to learn new systems 

• Effective organizational skills; ability to efficiently prioritize workload 

• Demonstrated ability to handle sensitive and confidential matters 

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

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

 
 
 

• None 
 
 
 

• None 
 
 
 

• Work under general supervision with limited independence and under general direction 

• Make routine decisions within established guidelines 
 
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 Aviation 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: Non-Exempt Shift Premium:  N/A 

EEO Category: Administrative Support Rotating Shift:   N/A  

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) 

 



Physical Requirements and Working Conditions  
 

Internal Audit Coordinator 

Department: Internal Audit         Date: March 21, 2024 

 

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 1 

Walking     X 2 

Sitting X     3 

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

    X 2 

    X 1 

    X 1 

Bending/Stooping    X  2 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing X     3 

Writing  X     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       

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

 

         ____________________________________________ 

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



















































































 

 

        Job Description 
     

Lieutenant, Aircraft Rescue and Fire Fighting (ARFF) Training 

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Division Chief, Training      Pay Level: FA1 

 
POSITION SUMMARY:  Organize and coordinate an effective Aircraft Rescue and Fire Fighting (ARFF) training program at 
Orlando International Airport. 
 

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 coordinate all mandatory ARFF training programs per Federal Aviation Regulation (FAR) Part 139, 
FAA Advisory Circulars, and NFPA standard recommendations  

• Plan, execute, and document a variety of training programs, to include special exercises 

• Jointly manage the ARFF Training Site including training aircraft and props with the Lieutenant, Logistics 

• Manage the Relief Driver Program for ARFF firefighting apparatus and the CFR Driver Proficiency Program 

• Plan, execute, and document annual FAA mandatory ARFF Live Fire training exercises 

• Assist the Training Division team with group tasks, including: new hire Firefighter orientation and probationary 
program, technical rescue scenarios/assessments/recurrent training, and structural live fire training  

• Manage daily activity reports, records, and projects to monitor and maintain accurate documentation of all ARFF 
training and processes 

• Serve as a backup to the Lieutenant, Logistics regarding department inventory of firefighting agents, non-medical 
propellant gases, and ARFF apparatus tools & equipment; Serves as an alternate ESO RMS administrator 

• Research and recommend equipment for training and operational use 

• Assist with other department training requirements, as assigned 

• 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 training experience using methods and techniques of instruction in fire 
service training, or an equivalent combination of closely related education, training, and experience. Three (3) years ARFF 
related experience and Pump Operator experience is required. Associates Degree and experience as an Officer in an ARFF 
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 State of Florida fire service regulations, statutes and rules 

• Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures   

• Ability to develop and implement applicable training programs  

• Effective oral and written communication skills 

• Demonstrated leadership and supervisory skills 
 
 
 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



 

 

 
 
 

• 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 

• State of Florida EMT or Paramedic License 

• State of Florida Fire Officer I, or higher 

• State of Florida Live Fire Training Instructor I, or higher 
 
The following are preferred at time of hire or must be obtained within 18 months: 

• State of Florida Incident Safety Officer 

• State of Florida Instructor II, or higher 

• NIMS 100/200/300/400/700/800  

• Technical Rescue Classes (Rope Technician, Confined Space Technician, VMR Technician, Aerial Operations) 
 
 
 

• Lead and direct all shift personnel in training related functions (approximately 90 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 the development or administration of training programs 

• Procurement of program related 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  Deputy Fire Chief    Date 
 
 
                
Fire Chief      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, Aircraft Rescue and Fire Fighting (ARFF) Training 

Department: ARFF         Date:  November 15, 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 3 

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 3 

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 

Hand Tools     X 2 

Power Equipment      X 2 

SUPERVISOR COMMENTS: 

 
 
 

 

                
Immediate Supervisor    Date  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Human Resources Compensation  Date 
 



 

        Job Description 
     

Lieutenant, EMS 

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Division Chief, EMS     Pay Level: FA1 

 
POSITION SUMMARY:  Organize coordinate and maintain an effective Aircraft Rescue and Firefighting (ARFF) Emergency 
Medical Services (EMS) Program at Orlando International Airport.   
 
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: 
 

● Serve as the alternate EMS Coordinator for the ARFF department, ensuring compliance with Florida State Statutes 
and EMS Protocols in the absence of the Division Chief, EMS. 

● Act as liaison for Orange County Office of the Medical Director (OC-OMD); attend required sub-committee meetings 
in the absence of the Division Chief, EMS. 

● Manage patient reporting requirements and records and quality assurance (QA) documentation as necessary to 
meet OC-OMD reporting requirements. 

● Confirm CARES (Cardiac Arrest Registry to Enhance Survival) data is imported to the national registry system as 
required by the OC-OMD and State of Florida Department of Health. 

● Serve as the administrator for the EMS Records Management System (RMS). 
● Develop, coordinate, conduct, and document EMS training for ARFF personnel and any internal stakeholders 

including special exercises. 
● Track, coordinate and procure the ARFF EMS Supply inventory and procure medical supplies as needed. 
● Work with various EMS Supply Vendors to procure EMS medical and training supplies. 
● Track, coordinate and procure medical gasses (oxygen) as needed. 
● Research and recommend EMS Training Supplies as needed for ARFF department and operational use. 
● Serve as the alternate Health and Safety Officer, Safety Committee Co-Chairperson (ensuring Compliance with 

Florida State Statute Chapter 633 and Florida Administrative Code 69-A) and the alternate ARFF Department 
Infection Control Officer assisting in compliance with the ARFF department Infection Control Plan. 

● Confirm all Chapter 633 and 69-A Compliance documentation is up to date ensuring compliance. 
● Serve as the EMS Committee Chairperson. 
● Serve as the alternate AHA (American Heart Association) Training Site Coordinator in the absence of the Division 

Chief, EMS. 
● Advise Division Chief, EMS regarding areas of concern and recommended solutions regarding EMS. 
● Coordinate and manage the biomedical waste program including storage and disposal as outlined in Florida 

Administrative Code 64E-16. 
● Manage the GOAA Automated External Defibrillator (AED) Program. 
● Serve as the ARFF Department liaison to research and provide all official records requests in the absence of the 

Division Chief, EMS. 
● Assist the Training Division team with group tasks, including: new hire Firefighter orientation and probationary 

program, technical rescue scenarios/assessments/recurrent training, and ARFF/structural live fire training. 
● 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 ARFF, using methods and techniques of instruction in 
EMS, or an equivalent combination of closely related education, training, and experience. 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 State of Florida fire service and State of Florida EMS regulations, statutes and rules 
● Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures  
● Knowledge of Health and Safety and Infection Control procedures 
● Ability to develop and implement EMS training programs  
● Technical skill to perform Advanced Life Support practices and training 
● 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 I, or higher 
● State of Florida Instructor I, or higher 

 

The following are required at time of hire or must be obtained within 18 months: 
 

● State of Florida Live Fire Training Instructor 1, or higher 
● State of Florida Health & Safety Officer 
● State of Florida Incident Safety Officer 
● Designated Infection Control Officer 
● American Heart Association (AHA) BLS, ACLS & PALS Instructor 
● National Association of Emergency Medical Technicians (NAEMT) PHTLS Instructor 
● NIMS 100/200/300/400/700/800 

 
 
 

● Lead and direct all shift personnel in training related functions (approximately 90 personnel) 
● May be responsible for 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 the development or administration of EMS and training 

programs 
● Procurement of program related goods and services, as described in GOAA policy 

 

 

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) 
 



 

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  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Vice President, Human Resources  Date 
                
FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Protective Service Workers Rotating Shift:   N/A  



 

Physical Requirements and Working Conditions  
 

Lieutenant, EMS 

Department: ARFF         Date: November 15, 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 3 

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 3 

Excessive Noise    X  2 

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 

EMS Equipment    X   3 

Power Equipment     X 2 

Hand Tools     X 2 

SUPERVISOR COMMENTS: 

 
 

 
 
                
Immediate Supervisor    Date  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Human Resources Compensation  Date 
  



 

        Job Description 
     

Lieutenant, Fire Prevention  

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Division Chief, Fire Prevention    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: 
 

• Assist Division Chief of Fire Prevention with managing the GOAA fire extinguisher program contract, inventory, 
replacement of fire extinguishers as needed, and inspect wheeled fire extinguishers on the airfield ramps 

• Manage compliance of FAR 139.321 Fuel Safety Program, including inspections, training, and all documentation 

• Perform daily inspections of all fueling equipment to ensure fueling equipment safety 

• Work directly with Aviation Fuel Technicians (AFTECHs) to ensure daily and quarterly fuel inspections have 
progressive results, mitigating fuel safety concerns 

• Manage all fuel safety concerns within airport property, ensuring airport is in compliance with applicable NFPA, and 
State and local codes 

• Train AFTECHs on job specific functions, ensures job knowledge and certification compliance 

• Train fire department personnel in fuel safety and building inspection procedures 

• Collect, analyze, and report fuel spill data 

• Respond and assist fire department combat personnel during fuel spills in Category B spills or greater, as needed. 

• Assist Division Chief of Fire Prevention with managing 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 and procure fire prevention supplies 

• Assist the Division Chief, Fire Prevention in the enforcement of fire and life safety codes/standards, ordinances, 
rules, and regulations 

• 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 ARFF, fire prevention and training, or an equivalent 
combination of closely related education, training, and experience. 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 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



 

• Knowledge of State of Florida fire service regulations, statutes and rules 

• Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures  

• 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 

• Effective oral and written communication capabilities 

• 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 

• State of Florida EMT or Paramedic License 

• 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 18 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 90 personnel). 

• Indirectly supervise ARFF AFTECHs. 

• 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. 

 
 
 
 
 
 
 
 

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    Date  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Vice President, Human Resources  Date 
 
                
FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Protective Service Workers Rotating Shift:   N/A  



 

Physical Requirements and Working Conditions  
 

Lieutenant, Fire Prevention 

Department: ARFF         Date: November 15, 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  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Human Resources Compensation  Date 
 



 

        Job Description 
     

Lieutenant, Logistics 

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Fire Chief                    Pay Level: FA1 

 
POSITION SUMMARY:  Organize, coordinate and maintain an effective Aircraft Rescue and Firefighting (ARFF) Logistics 
Program at Orlando International Airport.   
 
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: 
 

• Serve as the Logistics Coordinator for the ARFF department 

• Manage ARFF projects 

• Act as liaison with IT on all ARFF Department’s IT related items, to include but not limited to: Record Management 
Systems (RMS), Kronos, TeleStaff, ESO, VectorSolutions, Mobile Data Terminals (MDTs), and phones 

• Assumes the role as ARFF payroll back-up clerk when needed to confirm data and prepare complex ARFF payroll 
documentation for bi-weekly submittal; maintain supporting documents and reports 

• Manage the ARFF Training Site with input from the Lieutenant, ARFF and Lieutenant, Technical Rescue Structural 
Fire Training 

• Manage the ARFF Extinguisher shop with input from Lieutenant, Fire Prevention 

• Act as procurement liaison for ARFF Department’s Committees   

• Research, recommend and procure firefighter personal protective equipment (PPE) and related supplies  

• Research, recommend and procure firefighter tools and equipment for all ARFF units 

• Maintain firefighter equipment inventory and other purchased items, distribute as needed.  Verify equipment is in 
good operating order, submit and track purchase orders / invoices and coordinate with vendor when repairs are 
required 

• Establish and maintain effective tracking system, to track, procure, and coordinate critical department functions 
such as testing and maintenance of ARFF equipment to include but not limited to: Foam testing, Ladders, Radios, 
Hose, PPE inspections, Self-Contained Breathing Apparatus (SCBA) mask fit testing, N95 mask fit testing 

• Establish and maintain effective tracking system, to track and procure non-medical propellant gases including but 
not limited to: argon, nitrogen, and all propane tanks  

• Establish and maintain effective tracking system, to track and procure firefighting agents including but not limited to: 
dry chemical, firefighting foam and clean agent 

• Work jointly alongside ARFF’s Administration to research, track and procure department uniforms, station supplies, 
department fuel and training supplies   

● Assist the Training Division team with group tasks, including: new hire Firefighter orientation and probationary 
program, technical rescue scenarios/assessments/recurrent training, and ARFF/structural live fire training. 

• 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 ARFF related experience, fire service experience, or an equivalent 
combination of closely related education, training, and experience.  Associates degree or higher in a related field and 
experience as an Officer in a Fire Service agency preferred.   
 
 
 

MINIMUM QUALIFICATIONS:   

 



 

 
 

 

• 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 State of Florida fire service regulations, statutes and rules 

• Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures  

• Advanced computer software/hardware skills and proficient in Microsoft Office programs 

• Advanced organizational skills  

• Effective oral and written communication capabilities 

• 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 

• State of Florida EMT or Paramedic License 

• 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 18 months: 
 

• State of Florida Live Fire Training Instructor I, or higher 

• State of Florida Incident Safety Officer 

• NIMS 100/200/300/400/700/800  
 
 
 

• Lead and direct shift personnel in logistics related functions (approximately 90 personnel) 

• May be responsible for personnel assigned under ICS/command structure established by the Incident Commander  
  
 
 

• Exercise considerable independence under general supervision 

• Demonstrate good judgment in communicating with senior management, consultants, customers, and other 
Authority departments. 

• Has the latitude to make decisions that protect the safety and wellbeing of ARFF personnel   

• Has latitude to make independent decisions relating to the development or administration of logistics programs 

• Procurement of program related 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. 
 
 

 
 
 
 
 
 

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 exercise independent and make decisions) 

 



 

APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Senior Vice President, Operations  Date   
 
 
         
Vice President, Human Resources  Date 
   
                
FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Protective Service Workers Rotating Shift:   N/A  



 

Physical Requirements and Working Conditions  
 

Lieutenant, Logistics 

Department: ARFF         Date: November 15, 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  3 

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 3 

Excessive Noise    X  2 

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 

EMS Equipment    X   3 

Power Equipment     X 2 

Hand Tools     X 2 

SUPERVISOR COMMENTS: 

 
 

 

       
Immediate Supervisor  Date Senior Vice President, Operations Date 
 
 
      
Human Resources - Compensation  Date  



 

 

        Job Description 
     

Lieutenant, Technical Rescue & Structural Fire Training 

Department: ARFF         Date: November 15, 2023 

Title of Immediate Supervisor: Division Chief, Training      Pay Level: FA1 

 
POSITION SUMMARY:  Organize and coordinate effective Technical Rescue and Structural Fire Fighting training programs 
at Orlando International Airport. 
 

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 coordinate all Technical Rescue and Structural Fire Fighting training programs per State of Florida fire 
service regulations and NFPA standard recommendations 

• Plan, execute, and document a variety of training programs, to include special exercises  

• Jointly manage the ARFF Training Site including NFPA 1402 compliance for the Burn Building/Tower and 
associated props with the Lieutenant, Logistics 

• Manage the Relief Driver Program for structural firefighting apparatus and the Relief Officer (LT) Program 

• Plan, execute, and document annual Structural Live Fire training exercises 

• Assist the Training Division team with group tasks, including: new hire Firefighter orientation and probationary 
program, technical rescue scenarios/assessments/recurrent training, and ARFF live fire training 

• Manage daily activity reports, records, and projects to monitor and maintain accurate documentation of all technical 
rescue and structural fire training and processes 

• Serve as a backup to the Lieutenant, Logistics regarding department Personal Protective Equipment (PPE) and 
structural apparatus tools & equipment; Serves as an alternate Telestaff RMS administrator 

• Research and recommend equipment for training and operational use 

• Assist with other department training requirements, as assigned 

• 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 ARFF training experience using methods and techniques of instruction in 
fire service training, or an equivalent combination of closely related education, training, and experience. Prior experience as 
a Pump Operator and in Technical Rescue Operations is required. Associates Degree 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 State of Florida fire service regulations, statutes and rules 

• Knowledge of applicable FAA regulations, NFPA standards, and fire ground safety procedures  

• Ability to develop and implement applicable training programs  

• Effective oral and written communication skills 

• Demonstrated leadership and supervisory skill 
 
 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

   



 

 

 
 
 

• 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 

• State of Florida EMT or Paramedic License 

• State of Florida Fire Officer I, or higher 

• State of Florida Live Fire Training Instructor I, or higher 

• Technical Rescue Classes (Rope Technician, Confined Space Technician, VMR Technician, Aerial Operations) 
 
The following are preferred at time of hire or must be obtained within 18 months: 

• State of Florida Incident Safety Officer 

• State of Florida Instructor II, or higher 

• NIMS 100/200/300/400/700/800  
 
 
 

• Lead and direct all shift personnel in training related functions (approximately 90 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 the development or administration of training programs 

• Procurement of program related 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  Deputy Fire Chief    Date 
 
 
                
Fire Chief      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, Technical Rescue & Structural Fire Training 

Department: ARFF         Date:  November 15, 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 3 

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 3 

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 

Hand Tools     X 2 

Power Equipment      X 2 

SUPERVISOR COMMENTS: 

 
 
 

 

                
Immediate Supervisor    Date  Deputy Fire Chief    Date 
 
 
                
Fire Chief      Date  Human Resources Compensation  Date 
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