JOB DESCRIPTION

—-Job-TFitle:—Aceess-Control-Specialist—— - —.Date:._September_15,.2017
Department: Security Grade/level: Non-exempt, L16
' Rotating Shifts: No
Title of Immediate Supervisor: Assistant Manager, Access Control Shift Premium: No

POSITION SUMMARY: In compliance with Transportation Security Administration (TSA) regulatory standards,
provide a variety of reporting, reconciliation, audits and invoicing support. Maintain safety/security violations, key
and application data'in the SAFE system. Assist authorized signers and company representatives with any access
related questions and concerns. Point of contact for assigned computer systems (Transportation Security
Clearinghouse (TSC), Fingerprint Results Distribution Center (FPRD), etc.). Provide appropriate access for
contracted personnel. Assists Technician staff as needed.

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

» Prepare a variety of financial reports, credit memos, charge backs and invoices per policy.

e Process transfers of TSA clearinghouse funds; complete monthly reconciliation and wire transfer.

e Reconcile identification media and keys; invoice customers for unreturned media, maintain appropriate
records.

» Update SAFE system with Criminal History Records Check (CHRC), Security Threat Assessment (STA), and
Fingerprint Record Database (FPRD) records; follow up, research and resolve errors; compare results to
disqualifying crimes list and GOAA standards to recommend eligibility for a GOAA badge.

e Review contracts from all companies operating at the airport and assign the appropriate level of access for their
staff; set up in SAFE system accordingly. Facilitate changes based on contract amendments.

s Process and maintain safety/security violations, key and application data in the SAFE system.

o Assist authorized signers and company representatives with any access related questions and concerns; provide
access and assist with the use of computer based tra.mlng equipment, the Authorized Signatory portal and any
other access media related systems.

o Perform daily cash handling responsibilities; daily collection of cash/checks and reconciliation of the deposit
for finance, preparation of cash deposit slip

» Analyze and reconcile accounts to maintain accuracy, and dlscrepanC1es are cleared obtain missing
information and/or documentation
Activate and deactivate identification media in the SAFE system
Prepare audits and periodic reports as assigned (Customs and Border Protection (CBP) seals, identification
media, key, over 30 day, etc.); research and resolve any discrepancies/issues.

e Maintain proficiency in a variety of specialty software utilized by Access Control (TSC, FPRD, Crossmatch,
SAFE, etc.); may have assigned responsibilities in specific systems, but must be able to serve as back-up for
all as needed.

» Serve as a department liaison for access control systems; preform validation test; work with IT and system
vendors to resolve system error, conversion and upgrade activities.

Maintain supply inventory for Access Control and Lockshop.

o Assist Access Control Technician staff as needed with entering data, preparing and issuing access control
media, processing fingerprints and assisting customers.

» Perform other duties as assigned




EDUCATION/EXPERIENCE REQUIREMENTS:

—~High-School-graduate, with-four.(4)-years-of administrative expetience.that.includes.generating and reconciling . .

reports, invoicing, and cash handling, or an equivalent combination of education, training and experience.
Associate Degree in Business Administration or Accounting preferred.

SPECIAL KNOWLEDGE, SKILL, OR ABILITIES:

Airport Certified Employee (ACE) - Trusted Agent
Must be proficient in the Windows and Microsoft Word environments

Must be able to type 40 cwpm

Ability to effectively and professionally resolve conflicts with Authority staff, contracted staff, tenants and
Airport guests

Must possess strong customer relations skills

Must have the ability to work effectively under time constraints and in stressful situations

Must be able to prioritize work to meet deadlines

Must have good oral and written communication skills

Technology skills to work effectively with a variety of software/systems required, Oracle proficiency
preferred

LICENSES/CERTIFICATIONS REQUIRED:

None

SUPERVISORY RESPONSIBILITIES:

None

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

Without supervision, must be able to validate, reconcile and accurately examine applications and other
correspondence to determine if the information sufficiently qualifies a person to receive access control
media which would allow unescorted access to secure areas of the airport.

Must be able to prioritize daily workload.

Must be able to assist Law Enforcement agencies and other departments in investigative matters.
Exercises considerable independence under general supervision.

Makes independent decisions following established guidelines/procedures.

APPROVAL SIGNATURES:

WD e 9’//9//7'.

de-Supervisdr Date
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M—Enager e _ Date
e T Yo/l s

Departmlent Digector Date
C@%W SR 10-3- 17

f. ﬁirec}br, Hiyman Resources & Risk Mgmt Date
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T JOBDESCRIPTION

Job Title: Access Control Technician Date: September 15, 2017

Department:  Security ~ Grade/Level: Non—exempf,LM

Rotating Shifts: No

Title of Immediate Supervisor: Supervisor, Access Conirol Shift Premium: No

POSITION SUMMARY: Issue access control media in accordance with 49 CFR 1542 requirements
and TSA directives. Maintain files and reports, and collect appropriate fees. Provide excellent
customer service in a high volume, high stress office environment.

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

Review application request for completeness, proper signature authority and date. Verify
identity, work authorization and citizenship through required forms of identification; verify
contract data, successful completion of required training courses, and US Customs approvals.
Enter data into the access control system, prepare and issue access control media

Verify Security Threat Assessment (STA) and Criminal History Records Checks (CHRC) are
complete and in a “Pass” status prior to ID media issuance

Collect fees associated with access control media

Capture and transmit employee photo, electronic fingerprint and biometric data to the
Transportation Security Clearinghouse (TSC)

Issue keys and AOA Vehicle Decals for entire airport community

Maintain confidentiality of personal and criminal records related to badge issuance

Issue receipts for returned access control media and updates access control systems

Serve as liaison between Access Control Office and Authorized Signatory community

Assist customers with all manner of ID media questions and concerns

Help resolve conflicts between badge applicants and the regulatory requirements and processes
necessary for badge issuance

Generate a variety of related reports as assigned

Prepare and maintain files for each individual and employers of the airport community
Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

High School graduate and three (3) years of general office experience, or an equivalent combination of
education, training and experience. Experience must include cash handling and customer service
responsibilities. Familiarity with fingerprinting and I-9, 49 CFR 1542, and other identity
documents/forms preferred.




SPECIAL KNOWLEDGE, SKILL, OR ABILITIES:

Airport Certified Employee (ACE) - Trusted Agent

Ability to accurately enter data into computerized forms required; familiarity with Windows
and Microsoft Word environments preferred

Must be able to type 25 cwpm

Must possess strong customer relations skills

Ability to maintain a high level of professionalism and diplomacy at all times while interacting
with the public and in potentially stressful, difficult, and confrontational situations.

Must have good oral and written communication skills; proficiency in English required, multi-
lingual skills preferred

Demonstrated strong attention to detail

Demonstrated ability to maintain confidentiality

LICENSES/CERTIFICATIONS REQUIRED:

None

SUPERVISORY RESPONSIBILITIES:

None

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

Must be able to examine application forms and other documents to determine if the information
sufficiently qualifies a person to receive access control media

Works-under general supervision and direction, with limited independence

Makes routine decisions within established guidelines

APPROVAL SIGNATURES:

b DA q- 1917

Immedlate Superv or Date
“%% — 9/15/17
Departmentﬁnager Date

Department Director

Mewr s Pbrv—o)\ \0-3- 11

eniGr Difector Human Resources & Risk Mgmt Date
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=% GREATER ORLANDO AVIATION AUTHORITY
Job Description

Accounts Payable Specialist
Department: Finance Date: July 26, 2018
Title of Immediate Supervisor: Supervisor, Accounts Payable Pay Level: L17

POSITION SUMMARY: Responsible for processing invoices for payment in Oracle Payables after review for mathematical

accuracy and pertinent supporting documentation; matching invoices to receipts and purchase orders, coordinating invoice
discrepancy resolution. Perform professional accounting duties by creating and maintaining accounting records, preparing

pericdic accounting reports, monitoring and recording month-end accruals, reconciling related general ledger accounts, and
preparing schedules and journal entries, maintaining compliance with established policies and procedures, and supporting

the Supervisor, Accounts Payabie.

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

* Review invoices for proper authorization, mathematical accuracy, existence of pertinent and proper documentation,
and compliance with contract terms, approved budget expenditures and Authority policies and procedures.

* Analyze multipart invoices to determine proper match of charges to multiple distributions during invoice batch entry.

* Enter invoice batches into the Oracle system in a high-volume environment, in an accurate and timely manner to
comply with payment statutes controlling governmental entities.

» Balance invoice batches reports for weekly check runs, preliminary check registers and related reports.

» Analyze and reconcile vendor accounts to confirm invoices are pa|d on a timely basis, finance charges are avoided,
discounts taken, and discrepancies are cleared; obtain missing invoices and documentation from other departments
or vendors.

« Analyze uninvoiced receipt report and expenditure reports to determine proper processing of purchase orders and
receipts; request approval copies or partial receiving reports, as needed.

* Assist and maintain communication with Purchasing Agents, FinApps and department representatives to follow up
and resolve invoice discrepancies and application issues; provide answers to questions about the proper general
ledger charge codes; and copy certain payments for other departments upon request.

» Prepare weekly stafus reports for invoices on hold due to discrepancies.

 Prepare the monthly expenditure analysis reports and any related journal entrles required fo adjust, correct, and
update the general ledger.

* Assist with monthly and year-end closing activities; prepare periodic schedules, reconciliations, accrualiprepaid
expenses and journal entries as directed to maintain accurate financial data.

*  Support management and other departments by providing expenditure and payable research and analysis.

» Assistother areas in Accounts Payable Department as directed, which may include preparation of the filing of 1099,
escheat/unclaimed property and quarterly fuel tax credit.

o Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

Associate degree in Accounting or related field and two (2) years related accounts payable experience on computerized
systems, or an equivalent combination of education, training and experience.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: |

o Meticulous attention to detail




» Knowledge of Microsoft Office and computerized accounting program required; Oracle Financial System experience
preferred

Ability to handle multiple responsibilities with various financial areas

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

Ability to communicate clearly and effectively, orally and in writing

Ability to estabiish and maintain effective working refationships with employees, vendors, and the general public

LICENSES/CERTIFICATIONS REQUIRED:

s None

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

* None

' LATITUDE AN D/OR INDEPENDENT JUDGEMENT:  (include examples of situgtions: where thIS posmon
miaht position miaht exercise independent and make decisions) - _

o Exercises considerable independence under general supervision

» Make independent decisions following established guidelines/procedures

* Determine when contact is to be made with vendors and other departments in effort to issue payments within
general terms.

» Prioritize own daily and monthly work.

This Job Description js 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 tims.

APPROVAL SIGNATURES:

Cit KJ'W 8/9’//f S\ \k&u\w 3-2-\F
Immediate Supervisor Date Department Manager Date
N QUL M A PANLY th oéy%zuw_*,-/, 3/.«.2]18
Assistant Director Date Department Director

cﬁ; Financial Off]{:vel; ﬁ h (%'{//7

FLSA: Non-Exempt N T Shift Premium: N/A
EEO Category: Paraprofessionals Rotating Shift: N/A
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s==—== GREATER ORLANDOC AVIATION AUTHORITY

——

Physical Requirements and Working Conditions

Accounts Payable Specialist

Department: Finance Date: July 26, 2018

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

- . Frequency - ' ' ‘ Importance

Constant: More than B0% {6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way

Very Frequent;  51-80% (4 1/2-6 hours per 8 hour day} 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at alt
Occasional: 6-20% {1-2 hours per 8 hour day)

Rare: 0-5% (Less than 1 hour per 8 hour day)

S : Physical Effort Constant . | VeryFrequent” | Frequent | Occasional | Rare | Importance
Standing X 2
Walking X 2
Sitting : X 3
Lifting: 0-20lbs X 1

20 - 50 Ibs X 1

51+ lbs 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

Working.Conditions: - . _ Constant .| Very Frequent. | Fréquent |- 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
Equipment/Vehicles : Constant Very Frequent | Frequent | Occasional | Rare Importance

General Office Equipment (Computer, Copier, Fax, etc.) X ‘ 3
SUPERVISOR COMMENTS:'

Q‘v@ _p..ﬂftt/mg/ J’/J//,'r

Immediate Superyisor Date

(\(mu &y aldyg

Human Resources Compen\atlon Date

ief Financial Officer






















JOB DESCRIPTION

Job Title: Administrative Assistant Date: June 19, 2017

Department: Human Resources Grade/Level: Non-exempt; L14
Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Supervisor, Human Resources (Staffing)

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

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

s Provide administrative support to the department including answer telephones; process/distribute
mail, copies and faxes; schedule employee meetmgs and appointments; maintain a wide variety of
logs and records.

s 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, carcer opportunities, telephone employment verifications, etc.

e Assist recruiting staff with interview, new hire and background check processes

¢ Maintain the Airport Employment Guide, administer assessment testing, set up for orientation,
maintain the job line, etc.

¢ Coordinate the employee discount program and assist with other activities, special projects and
employee events as assigned.

e Process 10ngev1ty letters and service award distribution; order and mamtaln inventory of service
award pins.

* Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate or equivalent and three (3) years administrative experience in a high volume
customer contact corporate office environment, or an equivalent combination of educatlon training and
experience. Associate degree and/or Human Resources experience preferred.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Strong oral and written communication skills

e Ability to'maintain professionalism and diplomacy at all times while interacting with the public,
Authority management and employees .

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

e Ability to maintain confidentiality when working with sensitive information

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

¢ Detail oriented

e Able to type 50 cwpm

¢ Bilingual skills desirable

LICENSES/CERTIFICATIONS REQUIRED:
o Florida driver license or state ID

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢ None

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

s Works under general supervision with limited independence and under general direction
e Makes routine decisions within established guidelines

APPROVAL SIGNATUR#S:

Lol 31119

Immediate Supervisor Date

_(\ - @/;’2/ //‘7

nt Senior Manager Date

otny Bl lo->1~17

enior Diﬂebtor, fluman Resources & Risk Management Date




PO

< X Sunim
£ X Bunipg/Surpesy/uonoadsul pajieiRd
€ X Suresy] 2 unjeads
3 X | (Tresep 01 uonmeyie) [YO/SuIdA]
1 X (STHIY “sare)s “s1oppey) SUqUUL)
I X surmer) Fureay
£ X PeeH 1oA0 Sulgoeay
Z X - 8w3Bq Jo/pue BulIng “Suigsng
£ X Fmdoog/Suipueg
: X SA0S D
z X sq108-17 'd
z X sq0Z-0 'V Surgry
£ X Sumig
T X surem
£ X surpue;s
aneprodmy aley [EUOISEII() juanbaiyg juanbaag Aaap JURISTO) ﬂ&mm 1ensiqd

‘(ep moy g tod 1oy | uewp s5T) %50 - arey

(Aep moy g tod smoy 7-1) %07-9 - [PUOISEID0)

11e 18 paunopad 10u Jo pauSisseal 8q Keur {[edHID) 10N - | (Aep moy g rod smoy $-7/1 7) %0s-1T - juanbaig

Aem 191710 9mI0S UT pauLofied aq Aem jng “uenodu] - 7 (Aep moy g 1od smoy 9-7/1 ¥) %08-16 - juanbaij A1op

AEBM I3]0 AUE 2UOp 29 },Ues {qor Jo wed [eanuI) - € (Aep moy g 1od arour 10 SMoY /] 9) %08 UEY) 10N ~ JUEISUOD)

FHuepodu] ASUSNDAT]
“SUO)IPUOS FUTYIOM 21) 9QLI2SSP OS]V "qol Mo Sunuiopiod Ul PSAJOAUT STe SSTIIATIOR Jejuaul [esrsA1d Jo pury 1eysm ajou asea]d ‘mofaq saoeds ayy up
11s uonoAg $00IN0SaY UeWIN ounreda

LT0Z *61 dung ae

(5901N059Y UBWINLY) JUBISISSY SANRISTUTWIPY

SUON)IPUO)) SUBIOA\ PUB SJUSWAIINDIY [BSISAJ
- Juowiejddng uondiossq qof

9[ILL UOBISOJ



ned { ovjuq o1 arecq Jos1at0dng ajerpauI]
&
L-r€ %] AR M _ | |

‘SIUSUNIO;) JosIATadNg

3 X ("2 ey “1e1doo 1endmos) juewdmba soyyo [ereuen
I X [EUIIL] 0] S[IqouIomy
n..on;H juasmdinbyg 10 saponpaA
soueyroduy aiey [EUOISEN) yuanbaxy jmanbaag £oA JURISUOT) BuneradO/Sur1oyuoyy
. IO
1 X 9SION JAISSIOXH
I X SEAIy pOULJUo)) ‘sISIeH
I X FTRET|
1 X s[esrmay))
1 X somm,{ SNOIXoN
1 X IDU1Eo M SUaIXY
aouerrodmy ey [EUOISEIIO juanbaag juanbai g A1op JUEISUO)) SUOHIPUCT) SUDLIOA
(Aep 1noq g Iad moy | uel) ss37) %6-0 - anny
(Aep moy g 1od smoY Z-1) %07-9 - [BUOISBI00)
[T 7 peuwtoyrad jou 1o pouSisseal aq ABUI {[BOILID 10N - | (Aep moy g 12d sINOY /T T) %0517 - juanbarg
Kem Jo1jo awros Ui pouwiojiad aq Aeur ng “yueuodu] - ¢ (Kep 1oy g Iad sMoY ¢-7/T +) %08-16 - juanbar] AIoA
Aem Jo1o Aue suop a4 j,ues qor Jo ued [eonu) - £ (Aep mo1] ¢ Jod alow 1o SINOY 7/] 9) %08 Uel SI0A] - RSO
Fourearodun] Aousnbaij

“SUOTIPUOS SUINIOM oT) q1I0sIp OSTY "qof MoA Suruwioyiad ur PAAJOAUL a1 SANIATIOR [ejuawy/[esisAqd Jo pury jeym sjou sses]d ‘mo1eq saords oy uy



JOB DESCRIPTION

Job Title: Administrative Assistant Date: August 1, 2014
Department: Internal Audit Grade/Level: Non-Exempt, L14
Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Director, Internal Audit

POSITION SUMMARY: Provides secretarial support and performs administrative duties for the Director,
Internal Audit and the Internal Audit Department.

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

e Perform administrative functions; i.e., type, file, answer phones, take messages, provide assistance, route
correspondence, make copies, scan, fax, etc. for Department

e Responsible for the maintenance, storage, and destruction of department records, per applicable policies and
regulations, and working in conjunction with the Authority’s designated records management personnel

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

¢ Inventory and order departmental office supplies

e Schedule appointments for the Director, Internal Audit using the PC based scheduler

e Confirm payroll data and prepare documentation for bi-weekly submittal; maintain all supporting
documentation

e Data entry and review of time tracking through the AutoAudit software, 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

Compile data and prepare or assist in the preparation of budget documents

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

e Participate in the department Business Continuity Plan; ensure updates to the plan occur according to
department schedule

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

e Provide assistance and support to other Authority departments for special projects or events as needed

Maintain monthly budget summary analysis; responsible for the use and reconciliation of a procurement
card

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

Maintain tickler system for follow-up actions for department
Perform or assist with special projects or other assignments as requested



EDUCATION/EXPERIENCE REQUIREMENTS:

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

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of word-processing and a typing speed of 50 cwpm
Proficient in Microsoft Word, Excel and Access.

Knowledge of English grammar, punctuation and spelling

General knowledge of the travel industry

Good oral and written communication skills

Ability to work well with others

Ability to handle confidential information

Ability to learn new systems

Effective organizational skills; ability to efficiently prioritize workload

LICENSES/CERTIFICATIONS REQUIRED:
e None

SUPERVISORY RESPONSIBILITIES:
¢ None

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

e Works under general supervision with limited independence and under general direction
¢ Makes routine decisions within established guidelines

APPROVAL SIGNATURES:
\%Wmmwt &1 /11
Department Director Date 7/ /
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Position Title

Job Description Supplement
Physical Requirements and Working Conditions

Administrative Assistant

Date August 1, 2014

Department Internal Audit Section 011
In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions.
Frequency Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent - 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day) '
Rare - 0-5% (Less than 1 hour per 8 hour day)
Physical Effort Constant Very Frequent Frequent QOccasional Rare Importance

Standing X 1
Walking X 2
Sitting X 3
Lifting A. __0-201bs. X 2

B. __21-50 Ibs. X 1

C. __50+Ibs. X 1
Bending/Stooping X 2
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 3
Other
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JOB DESCRIPTION

Job Title:  Airfield Electrician II Date: May 4, 2017

Department: Maintenance - Bargaining Grade/Level: Non-exempt; B8

Title of Immediate Supervisor: Supervisor, Airfield Electrical

POSITION SUMMARY:: Installs, repairs and maintains electrical systems and equipment on the
exterior airport property, including runways, taxiways, aprons, high mast lighting, security gates,
and GOAA buildings and structures not associated with the terminal.

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

Installs, operates, repairs and maintains electrical equipment, including electrical services,
switch gear, emergency generators and associated transfer equipment, lighting and lighting
contactors, photo controls, lighting control relay panels, electrical/clectronic security gates,
motor controls, airfield lighting, lighting vaults with constant current regulators, control
equipment and transformers. ’

Reads wiring diagrams, electrical plans and specifications.

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

Inspects and performs regular cleaning and prescribed maintenance tasks on associated
equipment.

Responsible for staying current with all FAA Advisory Circulars.

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

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

Performs other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate and three (3) years experience in a combination of trouble shooting and repair
of motor controls, high voltage electrical systems in excess of 600 volts, lighting, power systems,
and associated electrical equipment, or an equivalent combination of education, training, and
experience. Experience with airfield lighting computer systems desired.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

o Thorough working knowledge of electrical codes.

Knowledge of applicable OSHA regulations and NFPA 70E standard.

Knowledge of FAA airfield lighting regulations and guidelines desired.

Basic knowledge of essential safety equipment and protective devices.

Knowledge of rules, regulations, and guidelines regarding the safe utilization and operation of

hand and power tools.
Must be able to read and understand wiring diagrams, electrical drawings, and spec1ﬁcat10ns

e Must be capable of properly operating field communications equipment.

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida Driver’s license
e Current Journeyman Electrician competency card recognized by the State of Florida desired

SUPFRVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

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

e 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. '

e Constant exercise of sound independent judgment to ensure safety when working on
equipment.

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

.

APPROVAL SIGNATURES:
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== GREATER ORLANDO AVIATION AUTHORITY
=—=a e | Job Description

—

Assistant Director, Airport Operations — Landside
Department: Landside Division Date: February 28, 2018
Title of Immediate: Director, Airport Operations Pay Level: L31

L. _________________________________________________________________|
POSITION SUMMARY: Responsible for the day-to-day management and iong-term planning of the Authority's Landside
Operations Division. Coordinate the development of all plans, policies and procedures and responsible for administrafive,
budgetary and operational issues. Provide guidance and supervision to staff, maintaining safe, secure and orderly
operations. Maintain a program that provides excellent customer service and safety while meeting fiscal goals. Act as liaison
between the Authority and related consultants, customers, and regulatory personnel.

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

s Qversee the safe, secure and orderly operation of the Landside Division.

» Develop and recommend policies and procedures, coordinate the development and implementation of plans and
changes within the Landside Division.

e Supervise and frack the department annual operating, revenue and capital budgets and coordinate the annual

budget process. Review invoices, request funds, and facilitate payment as necessary.

Coordinate and oversee related contractual activities.

Serve as liaison with the Transportation Security Administration (TSA), managing operational and support issues.

Responsible for emergency management planning and execution for assigned areas of the Landside Division.

Develop Board items as applicable.

Represent the Landside Division and present Notice of Violations and supporting documents at the Ground

Transportation Commitiee meetings and Appeals hearings.

» Coordinate with consultants, legal counsel and other Authority departments on matters related to assigned areas of
the Landside Division; take the lead on applicable matters.
Provide construction oversight for projecis affecting areas of the Landside Division.
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.

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

o Act as the coordinator for facility compliance with the Americans with Disabilities Act (ADA) Section 504 and Florida
Building Code.

e Coordinate and manage special projects.

s Perform other duties as assigned

MINIMUM QUALIFICATIONS:

Bachelor degree in Aviation Management, Public Administration, or Business Administration, or related field and seven (7)
years of operations management experience at a public or military airport, with at least three (3) of those years working at a
medium to [arge hub airport, or an equivalent combination of education, training and experience. Supervisory experience
required; Landside operations experience preferred.




SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Knowledge of Microsoft Office software: Excel, Word, PowerPoint required.

Able to use a two-way radio

Effective oral and written communication skills

Demonstrated leadership and management skills

Demonstrated ability to deliver excellent Customer Service.

Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects.
Demonstrated financial / budget skills

Excellent organizational skills

Attention to detail

1 Knowledge of related laws, regulations, policies and procedures

Knowledge of City of Orlando and Aviation Authority rules and regulations pertaining to ground transportation at the
Airport

Familiarity with Transportation Security Administration Regulations, with emphasis on TSAR 1542
Knowledge of ADA Section 504 and Florida Building Code

Familiarity with construction and electronic documents, plans and schematic diagrams desired
Willing and able to adjust work schedule as conditions warrant

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver’s license
s Professional certifications (A.AE., | AP, efc.) desired

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

« Directly supervises a staff of approximately 3; indirectly supervises a staff of approximately 110; may oversee
contracted personnel

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

might position might exercise independent and make decisions)

High degree of independence, minimal supervision — extensive latitude in initiative, judgment and authority

May require high-level negotiating skills

Participates in decisions and development of policies that affect the day-to-day operations of the Landside Division
Interprets existing regulations and policies applicable to daily decision making for the Landside Division
Responsibility for decisions with high monetary impact relating to all issues pertaining to the planning, use and
operation of assigned common use facilities

e Must make accurate immediate decisions in emergencies to facilitate utilization of Landside Operations personnel.

This Job Description is intended fo be comprehensive and to provide defails 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
posifion. Other dulies, responsibilities or activities may be assigned or may change at any fime with or without nofice. The Authority reserves the
discretion to revise this Job Descriptior at any time.



APPROVAL SIGNATURES:

N%«, MARY 20
Immediate sor/Department Director Date
M (gmml J<h

Sr. Director, I-”Q & Risk{Management Date

O 5Ol aopf

Départment8enior Director

Date

FLSA: Exempt
EEOQ Category: Officials and Administrator

Shift Premium: N/A
Rotating Shift: N/A
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===____%_ GREATER ORLANDO AVIATION AUTHORITY Physical Requirements and Working Conditions

_—
Assistant Director, Airport Operations - Landside
Department: Landside Division Date: February 28, 2018

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

: Frequency ' ' : Importance
Constant: More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can’t be done any other way

Very Frequent:  51-80% (4 1/2-6 hours per 8 hour day} 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) ‘ 1- Not Critical; may be reassigned or not performed at all
Occasional: 6-20% {1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 hour per 8 hour day)

Physical Effort Constant | Very Frequent | Frequent | Occasional | Rare | Importance

Standing X 3
Walking X
Sitting X
Lifting: 0-201lbs

20-501bs

51+ Ibs
4 Bending/Stooping
: Pushing, Pulling and/or Digging
Reaching over head
| Kneeling, Crawling
i Climhing (ladders, stairs, hills)
Typing/CRT {attention to detail) X
Speaking & Hearing X
Detailed Inspection/Reading/Editing X
Writing X
Other

DO | 20| | e | |

wwiwwlplplr(ee]e = w|w

Working Conditions Constant Very Frequent | Frequent | Occasional | Rare Importance
Extreme Weather X 2
Noxious Fumes X
Chemicals
Insects
Heights, Confined Areas X
Excessive Noise X
Willing and able to adjust work schedule as conditions X
warrant

>

>
Wi (N W

Equipment/Vehicles Constant Very Frequent | Frequent | Occasional | Rare Importance
GOAA Vehicle X 2
General Office Equipment {Computer, Copier, Fax, etc.) X 3
Other X 3

S5UPERVISOR COMMENTS:

Wyl M 2018 YR -

immediate gupe\!t‘visor Date Department Director Date

@ﬂhﬂ \ O bl

Human Resourc s - Compensation Date
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——— Job Description
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Assistant Director, Business Applications
Department; Business Applications Date: February 19, 2018
Title of Immediate Supervisor: Chief Operating Officer Pay Level: L33

_ ‘
POSITION SUMMARY: Oversee the Business Applications team on mission-critical, Authority-wide business applications
process. Plan and coordinate all activities related to the design, development, and implementation of the Authority's
Business Applications. Define and integrate best practices and business application standards across the Authority.

RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the following
representative duties and responsibilifies. Duties and responsibifities such as regular atfendance af the job are not routinely listed in job
descriptions, but are also an essentiaf function. Essential duties and responsibilities may include, but are not limited to, the following:

« Liaison between business stakeholders and information technology related to business processes and business
applications

 Oversee the evaluation of business processes and their relationship with business applications and identify and
recommend opportunities to solve business problems and improve processes through new technology or alternative
uses of existing technology

« Define and develop best practices and processes ensuring alignment with Authority strategy and goals

o Qversee the development of departments’ as-is and to-be business/functional requirements for current and future
business applications.

 Identify gaps between the business requirements and software functionality and develop workarounds (electronic or
manual) or customizations to fill the gaps

» Direct the implementation and testing of major new business applications to confirm delivery within established
scope, quality, time and cost parameters, including near term post production support

» Identify integration opportunities and coordinate integration between business applications

¢ Plan and coordinate the analysis of data and information, including overseeing development of new or
customization of existing reports, dashboards or business intelligence

« Qversee the inventory of Authority business applications, including integration with other business applications and
upgrade or replacement cycle

» 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.

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

o Perform other duties as assigned

MINIMUM QUALIFICATIONS:

Bachelor of Science degree, Bachelor of Business Administration or Bachelor degree in Computer Science or related fields.
Eight (8) years experience with medium to large ERP systems and business applications; experience in developing,
integrating, implementing, testing and administering business applications, knowledge of business practices, or an
equivalent combination of education, training, and experience. Knowledge and experience with relational database
concepts preferred. Management experience required.




SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

e Excellent verbal and written communication skills are required, including good interpersonal and presentation skills
Excellent documentation skills _

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

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

Must have the ability to handle muitiple projects and issues

Strong troubleshooting and training skills

Strong analyticai skilis

LICENSES/CERTIFICATIONS:

o Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: {indicate number supervised)

» Directly supervises a staff of approximately one (1) employee

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

* Asignificant amount of independence in judgment, discretion and initiative is required with little to no direction.
Interacts with. persons of various levels throughout the Authority as well as with outside consultants.

* Addresses functional problems in the business applications, procedures and training, then develops recommended
solutions, and implements as necessary.

* Creates commitment to common goals throughout the Authority, identifies competing interests and assists in finding
ways to balance them. '

» High level technical problem-solving skills

This Job Description is infended to be comprehensive and to provide details of the position for which it has been written. However,
this Job Description is not infended to fimit any of the duties, responsibilities or activities that may be required of the employee who
is employed in the position. Other duties, responsibilities or 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:

s X 3418 v %\r\oi\ 5K
Immediate’Supervisor Date C@e?tor, HR & Risk Management Date

Ay v 91§

Chief Executive Officer Date

FLSA: Exempt Shift Premium: N/A
EEQ Category: 1 - Officers and Administrator Rotating Shift: N/A
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GREATER ORLANDO AVIATION AUTHORITY Physical Requirements and Working Conditions

%ﬂ
Assistant Director, Business Applications

Department: Business Applications Date: February 19, 2018

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

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

D || e | e | et |

GF [ G0 (G |G | b [t [ [ | b |t |t [ | D |

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

AR SRS
I ™

Equipment/Vehicles Constant | Very Frequent | Frequent | Occasional | Rare Importance
GOAA/Personal Vehicle X 2
General Office Equipment {Computer, Copier, Fax, etc.) X 3

SUPERVISOR COMMENTS:

7 Qo rTr— 59

Immedfate’ Superwsor ; Date Chief Execlitive Officer Date
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JOB DESCRIPTION

Job Title: Assistant Director, Marketing & Air Service Development Date: October 2, 2015

Department: Marketing and Air Service Development Grade Level: Exempt; 1.31

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

POSITION SUMMARY: Under the direction of the Senior Director, Marketing & Air Service Development,
manage the Marketing & Air Service Development office and staff at Orlando International Airport in support
of the Greater Orlando Aviation Authority’s marketing and air service development goals. Provide coverage
and support for the Senior Director as required.

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

Manage the MCO Marketing and Air Service Development office

Direct the development of MCO annual Marketing Plan

Direct and manage GOAA’s business development research needs to help maximize the Orlando-
originating business traffic utilizing MCO’s non-stop services

Direct and manage GOAA research in support of MCO’s Marketing and Air Services, retention of
existing air service, and expansion through new air service

Oversee analysis and forecast projections for MCO passenger enplanements and air traffic operations
Direct the development of MCO annual advertising campaign

Manage the development of internal databases to support the Air Service Development and Business
Development goals of the department

Direct and manage the development of web sites for Orlando International and Orlando Executive
airports

Supervisory responsibilities including schedule, approve payroll records, assign and monitor work,
complete performance reviews, recommend disciplinary action, participate in interview process, etc.
Perform other duties as assigned

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in business, marketing, aviation management or related; seven (7) years of professional
experience in aviation marketing, air service development, or airport/airline management.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

* Ability to manage staff in a dynamic work environment with constantly changing priorities;
demonstrated supervisory/leadership skills

* Ability to manage multiple projects within Marketing, Business Development and Air Service
Development and keep staff in each business area informed

* In-depth knowledge of the aviation/airline industry

e Advanced working knowledge of and experience with software including MS Office and Adobe
Creative Cloud products

e Strong communication and presentation skills
¢ Strong research and analytical skills
* Strong creative skills

LICENSES/ CERTIFICATIONS REQUIRED:
¢ Valid Florida Driver’s License

SUPERVISORY RESPONSIBILITIES (Indicate number supervised)
» Responsible for the direct or indirect supervision of approximately six (6) employees

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

* High degree of independence, minimal supervision
» Evaluate, analyze, design and initiate appropriate actions

APPR(:/;AL IQN4 /0 é; {/
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JOB DESCRIPTION

Job Title: Assistant Director, Public Affairs Date: August 21, 2017
Department: Public Affairs Grade/Level: Exempt; Exempt, L31

Title of Immediate Supervisor: Senior Director, Public Affairs & Community Relations

POSITION SUMMARY: Manage media throughout the 24-hour news cycle, staying current with
changing communication strategies, methods and technologies. Manage audio/visual program. Work
closely with Social Media, Marketing and other Authority departments to coordinate consistent
message, and represent the Authority throughout the community. Manage the department budget and
serve as AAR for assigned contracts. Work closely with airlines and a variety of VIP’s as needed.

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

s Manage media throughout the 24 hour news cycle. Evaluate, develop and implement
communication strategies that remain current with up-to-date methods and technologies and
consider the viewpoints of multiple stakeholders. Develop and maintain relationships with
journalists and other stakeholders. Develop and design media cards and plans, provide interviews
and other outreach, contact and background information, and manage public inquiries. Provide
oversight for the Airport Radio Station, developing a list of topics and experts. Negotiate and
maintain media monitoring contract and recommend appropriate response to their report results.

o Manage emergency response in coordination with Senior Director. Serve as Public Affairs liaison
with the Emergency Management Accreditation Program (EMAP), Authority representative for
Federal Emergency Management Agency (FEMA) and as department National Incident Manager
(NIMS). Update and manage inventory and purchase materials for emergency response. Set-up,
coordinate with the Emergency Operations Center and Incident Commander and facilitate
information disbursement for Joint Information Center situations.

e Manage the Authority’s audio/visual program including staff, scheduling, priorities, equipment and
archives. Research, develop and supply materials and training to maintain latest technology for
media Video News Releases, and remain current with other new technology and practices. Manage
the coordination of film, photography, and commercial audio/visual location requests. Shoot
photos and videos for use in Authority publications and social media, ensuring adherence to
applicable laws, releases, etc.

e Supervise assigned employees. Assign work; monitor hours of work and authorize time sheets;
oversee quality, quantity and timeliness of work petformed; monitor compliance with established
policy, procedure and standards. Advise Senior Director regarding areas of concern and
recommended solutions. Prepare and conduct performance reviews; develop and provide training
asneeded. Participate in interviewing and selection of employees, and recommend disciplinary
action as needed. Provide for the safety and security of the work area.

» Manage the department budget. Develop spending priorities for current and future fiscal years,
propose and justify capital expenses.




RESPONSIBILITIES (Continued):

¢ Represent the Authority’s interests with Visit Orlando and a variety of other Central Florida
entities, the Central Florida Public Information Network (PIN) Officers Association, and the PIN
Emergency Management Public Information Officers Committee. '

o Serve as the Authority’s Authorized Representative (AAR) for various contracts, including
Creative Services, Printing Services, Flight Lines Newsletter printing, etc. Review agreements,
suggest adjustments, establish quality standards.

s  Work closely with the Social Media staff to coordinate consistency in messages, talking points,
responses to positive and negative posts. Provide collateral and photographic materials for social
media sites, create and coordinate emergency management posts.

» Work with airlines to coordinate talking points, messages, and service announcements regarding
new services and events, :

s Manage facility tours for VIP guests, many of whom are international; manage and assist with
organizing special events and benchmark occasions for the Authority.

¢ Develop and create graphics, and publish the Authority’s official newsletter, and other external and
internal information materials; develop, create, write message points for special events and
presentations for board and executive staff

» Provide input, oversight, proofing for copy and news features
Serve as department business continuity coordinator

¢ Perform other related dufies as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in a related field and seven (7) years of progressively responsible public relations
experience including media interaction in a corporate setting and experience with a large public
organization, or an equivalent combination of education, training and experience. Supervisory
experience required.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Skilled in public speaking

Strong analytical skills

Skilled in the use of graphics software desirable

Knowledgeable of modern audio/visual equipment and technology

Skilled in media interactions, including emergency situations

Exceptional verbal and written communication skills; skilled in interactions with community
leaders and peers-

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida Driver’s license
Completion of basic NIMS training (100 & 200) required within one year of employment

e Division of Emergency Management; State Emergency Response Team (SERT) certification
required within one year of employment




SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e Supervises approximately four (4) employees
LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this
position might exercise independent judgment and make decisions.)

e High degree of independence with minimal supervision or direction

» Position requires the highest degree of accuracy and judgment when serving as Authority’s
liaison and official representative to the public and community, and providing media responses

APPROVAL SIGN?RES
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JOB DESCRIPTION

Job Title: Assistant Manager, Access Control Date: February 16,2017
Department: Security ' Grade/Level: Exempt, L24

Title of Immediate Supervisor: Manager, Access Control & Security Compliance

POSITION SUMMARY: Ensure day-to-day office processes and procedures are completed in
compliance with Transportation Security Administration (TSA) requirements regarding the issuance of
Access Control Media, airport employee badging and locksmith activities. Interface with TSA staff,
airlines, airport tenants, and other GOAA departments in ensuring 49 CFR 1542 compliance. Supervise
daily office activities and office staff. Monitor section budget.

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

. Ensure day-to-day activities of the Access Control office and Lock Shop are completed
in compliance with 49 CFR 1542. Oversight of the quality and quantity of work, costs
and methods. '

. Coordinate criminal history records checks and Security Threat Assessments.

. Supervise assigned employees: Assign work; monitor hours of work and authorize

payroll; oversee quality, quantity and timeliness of work performed; ensure compliance
with established policy, procedure and standards. Advise Manager 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.
. Assist Authorized Signatories with complex/interpretation issues as needed.
. Review all contracts and documentation from Commercial Properties, Construction,

Engineering, signatory airlines, and other tenants and ensure they meet compliance

requirements. Notify Manager of possible non-compliance issues or concerns.

Ensure that all reporting requirements are completed accurately and in a timely manner.

Maintain department budget, assist Manager in preparing annual budget.

Develop, recommend and implement office policies and procedures.

Assist the Manager as assigned with reconciliation and accountability of all issued

access control media and recordkeeping. -

Ensure accuracy of financial transactions and reporting.

. Assist Airport Security Coordinator in development and administration of airport’s
Comprehensive Security Plan as assigned by Manager.

. Perform other duties as assigned.




EDUCATION/EXPERIENCE REQUIREMENTS: _
Bachelor degree in business or management, and four (4) years experience in an a1rp0rt operations 5
environment including enforcement of rules and regulations; or an equivalent combination of
education, training and experience. Supervisory and/or management experience is required.
Experience with Airport security and/or Access Control is preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Working knowledge of TSA regulations and security directives
Proficient in multiple computer applications such as Outlook, Word, Excel. Oracle preferred. {
Strong customer relations skills

Demonstrated ability to work effectively under time constraints and in stressful situations
Able to prioritize work to meet deadlines

Good oral and written communication skills

Excellent organizational skills !

e & & o & & &

LICENSES/CERTIFICATIONS REQUIRED:
e None
SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Direct supervision of approximately five (5) employees; indirect supervision of approximately eight
(8) employees.

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

¢ Works independently under limited supervision and peneral direction, exercising a high level of
independent judgment and discretion.

e Establish standards of performance supervise and monitor employees and resolve day-to-day
issues.

e Interpret applicable regulations and apply to various situations.
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JOB DESCRIPTION

Job T1tle _ Assrstant Manager, Arr Servrce and Busmess Development . Date:_ _Qctober 17,2017
Department Marketlng & Air Servlce Development | ' o | Grade/Level:_EXempt; 123

Title of Imrned1ate Supervlsor Manager Arr Serv1ce and Busrness Development

POSITION SUMMARY Prov1de the Greater Orlando Avratron Authonty (GOAA) Marketmg & A1r Service
Development department with var1ous levels of marketing support

RESPONSIBILITIES T he Zzsted dutzes are only zllustmnve and are not intended to descrzbe every funcnon
which may be perfbrmed by this job class. The omission of specific statements does not preclude management
from asszgmng specgf ¢ duties not Izsted zf Such dutzes are a logzcal asszgnment fo the position.

. Research and 1dent1fy potentlal outbound MCO ongmatlng business traffic sales leads.

o Plan and orgamze local sales calls to corporate travel departrnents and agencles wrth appl1cab1e
Manager Air Service and Busmess Development ' '

. Manage sales accounts 4s ass1gned

e Manage GOAA sponsorshrp of anport/arrlrne/tour operator-related event(s) travel trade shows travel
industry meetings, new route launches/arrhne 1naugural events and airline planner events.

e Assist with internal database support of Central Florlda businesses and travel rélated information.

o Serve as GOAA liaison and slngle point of contact for MCO charter flights and with tour and group
operators handling their MCO needs, identifying and finding resolution for their necds and concerns.

e Coordinate and manage all a1rport & community arrangements for airline route plannlng, travel agency
and tour Operator vrsrtatlons to Central Florrda g

. Develop and manage a mechamsrn to support communications with local business development efforts.

. Represent MCO at air servrce development industry meetings and conferences when assigned.

s Develop targeted marketlng/busmess development communications 1nclud1ng collateral for conferences
and promotions and electromc newslettets. ' _

. Manage events such as Rouites and Internatronal Pow Wow that are attended by GOAA Marketmg &
ASD staff. _ » :

o Perform other duties as required.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Business, Marketing, Aviation Management, or related field and four (4) years experience in
the marketing, economic development and project management; or an equivalent combination of education,
training and experience. Airport/airline marketing related experience preferred.




SPECIAL KNOWLEDGE, SKILL, ABILITIES:

Demonstrated organizational experience managing high profile events and/or projects

In-depth knowledge of the aviation/tourismi and/or corporate travel industry = -

Professional communication skills to perform effectively as a team member and with chents
Proﬁc1ency in MS Excel Word, PowerPoint, Sales Force

Strong data analysis and problem solving skills

Ability to prioritize, work independently, manage multlple a551gnments and meet deadlmes sometimes
with short notice

LICENSES/CERTIFICATIONS REQUIRED:
e Valid State of Florida driver license

'SUPERVISORY RESPONSIBILITIES: (Indicate number supervised).
e None
LATITUDE AND/OR INDEPENDENT .TUDGMENT (Include examples of sztuatzons where thzs

position might exercise independent judgment and make decisions )

* Works independently under limited supervision :
e Decisions which achieve the objectives of the Marketlng plan.
» Analysis and problem solvmg in ass1gned areas S

APPROVAL SIGNATURES
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JOB DESCRIPTION

Job Title: Assistant Manager, Automation Projects Date: January 10, 2018

Department: Information Technology Grade/Level: Exempt; L31

Title of Immediate Supervisor: Manager, Automation Software

POSITION SUMMARY:: Provide project management and oversee all aspects of automation projects including
completion on time and within budget. Overall responsibility for managing scope, cost, schedule, outside
vendors, and contractual deliverable. Coordinate the activities of project teams. Serve as primary liaison
between user groups, project managers, stakeholders and the technical staff developing the solution.

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

Manage multiple IT Automation projects, including but not limited to: technical reviews, budgeting,
and estimating, scheduling, cost control, preparation of project documentation, and contract
administration

Define and/or integrate specific tasks, and related dependencies, interfaces and resources including
systems/equipment, facilities, personnel, dollars and time; measure and/or assess progress and resource
utilization

Manage, monitor and control the initiation and progress of projects by overseeing the assembly of
resources and work plan development to appropriate work schedules, in order to meet business
objectives and priorities

Review project plans, specifications, and change orders. Provide management with expert feedback
and suggested solutions or corrections for problems.

Manage the Information Technology relationship with all levels of customer management.

Analyze and assess project risk issues, Make recommendations for managing, mitigating, and dealing
with identified risks. Provide management with specific feedback, schedule impacts, change order
requests, etc., along with a suggested solution or corrective procedures to prevent issues from occurring
in the future.

Produce and present reports as required by Authority management, prepare and present updates and
project status reports to IT Governance Council (ITGC), etc.

Arrange and coordinate project meetings among GOAA staff, consultants and contractors as required to
execute the project through design/requirements, development/construction, test, and implementation
phases

Review progress, schedule, perform studies, and analyze technical data to confirm compliance with
contract documents, specifications, GOAA policies and procedures.

Monitor all phases of program and project development through closeout and final audits

Maintain a portfolio of Automation project schedules, resources assignments, and financials using the
Authority Enterprise Project Management System

Perform other related duties as assigned




EDUCATION / EXPERIENCE REQUIREMENTS:
Bachelor degree in a related field and five (5) years of experience in a project management role overseeing
complex Information Technology projects or an equivalent combination of related education, training and

experience. Professional Project Management training and/or certification desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Proven track record on managing successful projects, exhibiting good judgment

Ability to analyze systems and data

Strong communication skills in the areas of writing, speaking and hstenlng

Excellent interpersonal skills

Detail oriented

Ability to interface with staff and vendors seamlessly throughout the project life cycle

Knowledge of PowerPoint, MS Projects, SharePoint, MS Word and Excel is desired

Strong planning and organizational skills

Demonstrated ability to gather and analyze facts, draw conclusions, identify and define problems and
suggest solutions

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license
Project Management Professional certification is desired

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Oversight responsibility for assigned project personnel and contracted staff

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

Work independently with little supervision or direction

Extensive latitude in initiative, judgment, and authority

High level technical problem-solving skills

Judgment required to assess, analyze, research, and summarize technical data and processes, and
develop/recommend direction, solutions

Confirm compliance with policies, procedures, local, state, and federal statutes

Make decisions in areas of expertise :

APPROVAL SIG URES:
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= GREATER ORLANDO AVIATION AUTHORITY
S — ' Job Description
Assistant Manager, Business Automation
Department: Information Technology Date: February 19, 2018
Title of Immediate: Manager, Automation Software Pay Level: L31

POSITION SUMMARY: Responsible for direction, supervision, and coordination of the Business Automation group to
support the Authority's business automation systems. Responsible for all aspects of the group’s design, development,
modifications, integration, and maintenance on new and existing applications, databases and web sites.

DUTIES AND RESPONSIBILITIES: Essential functions, as defined under the ADA Amendments Act (ADAAA) , may include any of the
Tollowing representafive duties and responsibilities. Duties and responsibilities such as regular affendance af the job are not roufinely listed in job
descn'pﬁons but are also an essential function. Essenfial duties and responsibilities may include, but are nof limited to, the following:

o Facilitate the direction of the Business Automation Systems group to maintain effective support and service for the
Authority's operations.

o Manage complex application analysns, design, development, implementation, integration, enhancement and
maintenance of complex systems.

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

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

o Define standards and guidelines for monitoring systems, applications and interfaces for performance error
conditions. Manage work with support teams to resolve problems with little downtime and minimal loss of data.

» Establish and maintain standards for the security and integrity of supported databases, the enterprise integration
and infrastructure.

¢ (Guide database /applications software updates in accordance with any maintenance contracts or as necessary o
keep systems within recommended version guidelines.

« Confirm that application deliverables from the development teams can properly plug into the deployed
infrastructure. Guide the creation of and analyze documentation of processes or portions of processes that are
identified as candidates for automation.

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

« Monitor software licensing usage and maintenance of supported systems software to avoid violations of concurrent
licensing agreements and violations of copyright laws.

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

¢ Collaborate with management in the preparation of the Automation Software budget.

o |fassigned 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 PCl 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.

s 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.

Manage employees, labor efforts and deliverables as obtained by and designated under Authority contracts
Perform other duties as assigned.




MINIMUM QUALIFICATIONS:

Bachelor Degree in Computer Science or related field, and five (5) years' experience as DBA and/or Application Developer

~ of medium to large corporate databases and applications on a variety of application and database platforms, or an
equivalent combination of related education, training, and experience. Experience with the deployment and management of
the Authority’s applications including but not limited to enterprise, mobile and operational applications.
Supervisory/leadership experience required.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

Excellent verbal and written skills

Excellent documentation skills

Judgment and knowledge to provide proper advice and recommendations to managers and employees at all levels
Demonstrated ability to work in a stressful envirenment and use professional etiquette when dealing with Authority
personnel and outside vendors

Knowledge of GIS, Document Management, Mobile, and Asset Management applications

Knowledge of data processing concepts, client server technology and database design

Demonstrated ieadership/supervisory skills

Ability to prioritize and effectively handle multiple projects

LICENSES/CERTIFICATIONS REQUIRED:

o Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: (ndicate number supervised)

» Directly supervises a staff of approximately five (5) employees; as well as indirect oversight of contracted staff

LATITUDE AND/OR INDEPENDENT JUDGEMENT: (include examples of situations where this position
miaht position miaht exercise independent and make decisions)
» Works independently with little supervision or directions — substantial latitude in initiative, judgement, and authority
¢ High level technical problem-solving skills
¢ [ndependent judgment for complex technical issues is critical and required routinely on a daily basis. Direction is
not normally frequent or detailed.
This Job Description is intended to be comprehensive and fo provide details of the position for which it has been written. However, this Job
Description is not infended to limit any of the duties, responsibilifies 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 SJ/ NATURES: %
/;”/A_/" A-20-/§ AN WA LL%LN—A Asalg

lmmei[gAé Date sr. D’;rect r, HR & Risk Management Date

FLSA: Exempt Shift Premium: N/A
EEQ Category: Professional Rotating Shift: N/A
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== GREATER ORLANDO AVIATION AUTHORIT . . . -
E= IATION AUTHORITY Physical Requirements and Working Conditions

Assistant Manager, Business Automation

Department: Information Technology Date: February 19, 2018
|

in the spaces below, please identify the frequency and importance of each physicai reduirement and working condition for this job. Please include
additional requirements as needed.

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

Standing . X 2
Walking . X
Sitting X
Lifting: 0-20ibs

20 -50Ibs

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

|| | e | e g e

=

(TR TA T AT Y PN PN P P PR T ) PR PR T T XY

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

FEAE AR A ]
| [ [

" Equipment/Vehicles’ Constant | VeryFrequent | Frequent | Occasional | Rare Importance-
GOAA/Personal Vehicle . X 2
General Office Equipment {Computer, Copier, Fax, etc.) X 3
Other

SUPERVISOR COMMENTS:

e Y 28 /4

Immed at Suﬁerwsor Date ief Information Officer

(\ \QJ,;U\/‘Q, 2 lac;\acs\q

Hurran Resources.- Compensation Date




JOB DESCRIPTION

Job Title: Assistant Manager, Concessions Date: March 31, 2014
Department: Concessions Grade/Level: Exempt; L 26

Title of Immediate Supervisor: Manager, Concessions

POSITION SUMMARY: Provides contract drafting, evaluation and research support to the Manager,
Concessions and related assistance to the Concessions Administrators. Serves as department authority for all
issues relating to Space Management System database, GIS and OASIS systems. Assists Administrators with
non-standard or complex tenant issues. Administers assigned tenant agreements through all phases of the
process. Represents the Authority in assigned matters pertaining to Greater Orlando Aviation Authority
concessions.

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

e Draft standard and non-standard lease documents and amendments and forward for management and legal
counsel review, ensuring consistency Authority-wide

e Develop assigned Request for Proposal (RFP) documents. Coordinate evaluation of proposals by finance
and small business.

e Provide research support and statistics for non-standard agreements and concession agreement negotiations.
Develop proposals for non-standard implementations (pilots, etc.); research and suggest non-traditional
concession ideas.

e Monitor assigned tenants, ensuring compliance with all lease terms and conditions. Perform inspections of
tenant facilities, noting adherence to opening/closing on time, staffing levels, etc.

e Track sales and financial data for assigned tenants. Coordinate with Finance department to ensure
compliance with their requirements.

e Department authority for space management system and related databases. Maintain and populate the Space
Management System database and coordinate modifications to base drawing with CADD support personnel.
Review GIS space attribution; approve changes, updates, upgrades, customization and testing in OASIS,
and provide required or requested reports to Planning. Coordinate with Planning, Construction and
Maintenance as needed to initiate changes resulting from capital improvement projects.

e Monitor and recommend updates to policies and procedures, including the Significant Event Guidelines,
Graphics Policy, Tenant Design Guidelines, etc. Prepare, manage, and document updates to departmental
processes, policies and procedures.

o Enter assigned new concession agreements into PROPworks, ensuring compliance with stated financial
terms and contract requirements.

e Liaison with assigned tenants to ensure prompt response to concerns/issues raised by the Authority and its
customers. Provide assistance to tenants on matters requiring intervention by other GOAA departments.
May be present to support openings, special events, etc.

e Coordinate tenant participation in the Design Review Committee (“IDRC”) process. Assist assigned tenants
in DRC preparation; ensure plans submitted by concessionaires comply with GOAA standards and DRC
approvals/comments or required changes. Provide technical and/or procedural guidance to Concessions
Administrators.

e Develop and monitor the department’s O&M, Revenue and Capital budgets and coordinate the annual
budgeting process for Manager’s approval.



s Assist in developing and implementing training for new Concessions Administrators.

¢ Coordinate review of assigned tenant construction documents and assist tenant in pre-construction process.
Serve as liaison with Construction/Engineering to ensure tenant improvements are delivered in a timely
manner and in accordance with DRC approval.

e Interface with the Orange County Property Appraiser and Tax Collector regarding Ad Valorem and non-Ad
Valorem tax issues related to airport properties and leaseholds. Assist in the resolution of questions
regarding exeniptions and delinquent taxes.

e Supervise the department’s records management program. Responsibilities include retention, disposal and
retrieval of electronic and paper documents

o Assist in the development of a tenant training program and provide training as needed.

e May participate in interviewing and selection of employees.
e Act as designee in Manager’s absence.
e Other special projects and duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Management, Marketing, Business, Public Administration or a directly related field and five
(5) years experience related to retail, propertics management, commercial lease management and/or contract
management experience or an equivalent combination of related training, education and experience.
Supervisory experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

o Considerable knowledge of principles, practices, techniques, and methodologies of retail business, public
administration, and legal desirable

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

e Ability to read, interpret, draft, and communicate the legal requirements of concessions contracts and
documents

e Ability to read and interpret construction blueprints, schematics, drawings and architectural renderings and
floor plan drawings, and analyze aesthetic design issues as they relate to GOAA design standards

¢ Knowledge of standard space management practices and techniques to assist clients in developing space
requirements; layouts, designs and timetables for build-out of space

e Proficient computer skills (Authority’s current spreadsheet, database, word processing and graphics
programs desirable) to perform financial and general business analysis, prepare documents, exhibits and
presentations. Familiarity with Adobe, PROPworks, OASIS preferred.

~e Excellent interpersonal, communication, and written skills and able to effectively interact with internal and

external customers, technical and non-technical personnel. Bilingual or multilingual abilitics a plus.

¢ Demonstrated leadership skills
Demonstrate integrity, ingenuity, and inventiveness in the performance of assigned tasks and represent the
Authority in a professional manner

o Ability to physically visit all tenant areas

e TFlexibility of schedule to visit tenant areas during non-standard work hours, which may include occasional
holidays and weekends

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

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e May supervise up to two employees



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

e Works very independently with little supervision; high level of initiative in performing analyses,
conducting final review of agreements, effectively maintaining assigned systems

¢ Frequent day to day customer contacts in which Authority’s policies and procedures must be
consistently and accurately represented. Required to provide high standard of customer service with
professionalism and efficiency.

APPROVAL SIGNATURES:
\ﬁ’\d‘{p&‘/ C. L—\c.mi., o\-ifox,l‘-{
Irnmedlate Supervisor Date
*’ éju_/ 0 /ss )14
7t
Deputy xecutive Director Date
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Director fHu:r{g\q Resources Date
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OB DESCRIPTION

Job Title: Assistant Manager, Control Systems Date: May 4, 2016
Department: Information Technology Grade/Level: Exempt; L31

Title of Immediate Supervisor: Manager, Automation Software

POSITION SUMMARY: Responsible for direction, supervision, and coordination of the control systems group to
support the Authority’s physical access management, Access Control (ACS), video systems (CCTV and Display
Walls) and related analytics. Supervises control systems staff and project teams. Oversees the Authority’s ACS,
video systems, and related analytics programs. Manages all aspects of the applicable design, effort and cost
estimation, development, modifications, integration, and maintenance on new and existing applications, databases
and integrations. Ensures system quality and conformance to standards.

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

e Manage application analysis, design, development, implementation, integration, enhancement and
maintenance of complex systems _

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

e Responsible for production systems’ online availability

s Supervise effectively to maintain a well-trained, motivated and professional staff. Train, schedule, monitor
time, complete performance evaluations, recommend disciplinary action as needed, participate in interview
process, etc. Advises subordinates on administrative policies and procedures, technical problems,
priorities, and methods. Monitor and ensure quality of work for both GOAA and contracted staff.

¢ Participate in analyzing and resolving control system’s computing and communications problems.
Coordinate with other departments and offices, contractors, etc. as necessary to achieve a successful
outcome.

e Assist Manager of Automation Software and/or lead in developing and implementing concepts and
specifications and estimations for new control systems, and extensions of or improvements to current
control systems

e Assist Manager of Automation Software and/or lead develop of standards and specifications for control
systems’ software and software modifications and develop and document as appropriate to the
circumstances

¢ Assist the Manager with the development and implementation of best practices for system architecture,
including build, run, performance, security, and backup with particular attention to data integrity

e Control revenues and expenses within systems group; work with Manager to ensure budget goals and
objectives are met

e Oversee and participate in daily activities related to Physical Access Management, Access Control (ACS),
Video Systems (CCTV and Display Walls) and Related Analytics; resolve problems and change management
issues '

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

e Monitor software licensing usage to avoid violations of concurrent licensing agreements and violations of
copyright laws

¢ Collaborate with management in the preparation of the Automation Software’s Systems budget



RESPONSIBILITIES (continued):

e Perform software installations and upgrades. Schedules installations and upgrades and maintains them in
accordance with established IT policies and procedures. Configure solutions and produce security reports
related to both CCTV and access control activities.

¢ Ability to add new and maintain existing cameras, encoders, configuration of network video recorders, and
determine video storage and bandwidth requirements for the CCTV system

e Research, test, learn, plan and manage the support of new technologies and methods

¢ Responsible for the efficient operation of assigned activities, including computer operations, data control,
operations support, and systems installation and maintenance

¢ Consult with personnel in other information systems sections to coordinate activities

e Clearly articulate activities and document solutions and routines; prepare activity and progress reports

e Provide input and recommendations regarding business continuance issues and improvements to the
operations of systems and processes supported

e Work with multiple vendors’ technical and application support to coordinate expedited, effective solutions;
act as a point of contact for systems hardware and application service providers and vendors

e Work on project-based assignments, including as project lead when appropriate
Adjust work schedule to include working late evenings and/or weekends when the need arises

¢ Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in a related field and five (5) years of experience in an information technology role in a complex
business and systems environment. An equivalent combination of education, training, and experience may be

Access Control (ACS), video systems (CCTV and Display Walls) and related analytics deployments, technical
alternatives and knowledge of emerging technologies required. Experience with Quantum SAFE, NICE CCTV
-and Software CCure access control systems desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Advanced understanding of CCTV and ACS technologies

Skilled in project management

Demonstrated ability to manage personnel

Strong ability to communicate technical concepts in a non-technical manner

Excellent interpersonal communication (oral and written) skills

Advanced experience of enterprise system deployments

Self-motivated with ability to perform with minimal direction, using sound judgment and creativity in

solving highly complex technical tasks

¢ Demonstrated ability to use professional etiquette when dealing with Authority personnel and outside
vendors

» General comprehension of enterprise networking and server environments

Exhibit self-sustaining initiative motivated to comprehensively learn and assume responsibility for new

technologies

Personal resolve to identify, take ownership of issues, and see through to resolution

Desire and ability to develop and share proactive solutions and techniques with colleagues

Ability to multitask various (and sometimes conflicting) priorities (projects and operational duties)

Ability to operate in fast-paced, stress-inducing environment with a positive demeanor



LICENSES/CERTIFICATIONS REQUIRED:
» Valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢ Supervises the work of approximately one (1) employee, oversees the work of contracted staff

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

o High degree of independence, minimal supervision
¢ Extensive latitude in initiative, judgment
o High level technical problem-solving skills

APPROVAL SIHNATURES:
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JOB DESCRIPTION

Job Title: Assistant Manager, Ground Transportation Services Date: December 1, 2017
Department: Ground Transportation Services Grade/Level: Exempt; L25

Title of Immediate Supervisor: Manager, Ground Transportation Services

POSITION SUMMARY: Oversee the daily operation of the two major components of Ground Transportation
Services: (1) the Ground Transportation Services Permit Office, which includes permit issuance, revenue
collection, and cost control, and (2) the Ground Transportation Enforcement staff to maintain the safe, efficient,
and orderly movement of commercial ground transportation operations at Orlando International Airport. Provide
interpretation and enforcement guidance of the Ground Transportation Rules and Regulations (GTR&RSs) and
administer the issuance of Notices of Violation (NOVs) to commercial ground transportation operators. Support
the department manager in the administrative, budgetary, and operational issues for the Ground Transportation
Services Division, and propose amendments to the GTR&R for presentation to the Ground Transportation
Committee.

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

e Oversee the permitting and operations of all commercial ground transportation companies including the
Transportation Network Companies (TNCs).

» Oversee the parking validation program and all permits issued for non-public parking in the Employee Parking
Lot (EPL) and terminal area to include all management, station managers, VIP, disabled, special parking,
construction, and other temporary parking.

e System Administrator for the Authority’s Ground Transportation Revenue Control System.

* Oversee permit process and compliance with the Authority’s Mobile Food Unit Policy including compliance
with airport, city, county and state laws and regulations.

e Oversee revenue collection for commercial ground transportation and employee parking.

» Make recommendations, as needed, to support changes to existing policies and procedures for the Ground
Transportation Services Division.

o Assist the Manager of Ground Transportation Services in administering the Ground Transportation
Concession agreement, Transportation Network Company (TNC) Operating agreements and the purchasing
agreement for the towing of vehicles.

* Serve as Authority representative regarding GTR&Rs policy and procedures.

e Plan and coordinate Ground Transportation Committee Notice of Violation hearings and Public Workshop
meetings.

¢ Plan and coordinate the movement of special or large groups through the Airport, including convention
registration booths at the Terminal.

+ Provide support and coordination in the management of Authority pohcles regarding Distribution of
Literature and Solicitation of Donations, and picketing agreements.

e Supervise employees in assigned arca. 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.




A

3

e Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree and four (4) years experience in airport/airline operations, or an equivalent combination of
education, training, and experience. Supervisor experience required; ground transportation and/or GTR&R
enforcement experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
¢ Demonstrated leadership, management skills
e [Dxcellent oral and written communications skills
» Knowledge of Microsoft Office software: Excel, Word, PowerPoint required. Oracle, lease management
system, revenue control system preferred
Demonstrated ability to deliver excellent Customer Service.
Demonstrated ability to plan, schedule, organize, prioritize and manage multiple projects.
Excellent organizational skills
Attention to detail

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

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
» Directly supervises a staff of approximately 9; indirectly supervises a staff of approximately 6

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

exercise independent judgment and make decisions.)
* Works independently under limited supervision and general direction; high level of independent
judgment and discretion
» Participates in decisions and development of policies that affect the day to day operations of
Ground Transportation Services
» Interprets existing regulations and policies applicable to daily decision making for Ground
Transportation Services

’P-RO\VAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Assistant Manager, Networks . Date: May 4, 2017
Department: Information Technology Grade/Level: Exempt; L31

Title of Immediate Supervisor: Manager, IT Infrastructure

POSITION SUMMARY: Responsible for direction, supervision, and coordination of the Network
Administration group to support the Authority’s networks. Supervises the Network staff and manages all
switches, firewalls, data circuits and comrmunication rooms for the Aviation Authority.

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

s Responsible for high-level network planning, design, and optimization.

Translates business requirements into network or process designs. Plans and recommends network
hardware, systems management software and architecture.

o Develops strategies and direction for network systems solutlons using current and emerging
technologies.

e Maintains code level, configuration and performs problem resolution of the Authority network
switches, routers and remote access.

» Coordinates and resolves system usage conflicts between critical applications and/or peak hour
conditions. Performs LAN tuning and optimization.

Establishes the timely distribution of critical and sensitive reports.

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

» Approves and modifies network design and architecture to confirm compliance. Evaluates and
recommends new products, maintains knowledge of emerging technologies for application to the
enterprise.

* Monitors network performance, confirms capacity planning is performed, and is proactive in
assessing and making recommendations for improvement. Performs troubleshooting procedures and
designs resolution scripts.

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

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

¢ Maintains IP addressing, system and cable plant connection schemes. Coordinates access by users to
the Intermet. Requires compliance in the security of Authority networks and servers connected to the
Internet.

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

o Collaborates with management in the preparation of the Information Technology budget.

e '~ Performs other related duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science or related field and four (4) years experience required in the
administration of medium to large corporate networks. Experience with current Authority network
components and network packet analysis tools is required. Experience with Authority’s currently used
network management software is highly desired. An equivalent combination of education, training and
experience will be considered.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

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

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

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

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

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

LICENSES/CERTIFICATIONS REQUIRED:

e Florida Driver’s License
o CCNA, CCNP Preferred

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e Supervisory responsibility for approximately three (3) emploﬂfees and the contractors running the IT
Operations center.

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

e Works very independently with little supervision or direction — substantial latitude in initiative and
judgment

o Independent judgment for complex technical issues is critical and requ1red routinely on a daily basis.
Direction is not normally frequent or detailed.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Assistant Manager, OMB (Revenue, Rates & Charges) Date: October 17, 2017
Department: Finance Grade/Level: Exempt; L26

Title of Immediate Supervisor: Manager, Budget & Accounts Payable

POSITION SUMMARY: Coordinate the preparation of the Authority’s annual revenue budget,
including rates and charges. Support the Manager, Budget & Accounts Payable by researching and
analyzing finance and budget data on an as-needed basis. Responsible for monitoring of budget
compared to actual revenues.

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

¢ Coordinate the preparation of the annual revenue budget including preparation of budget and
Oracle Planning and Budgeting Cloud Services (OPBCS) reference manuals

e Prepare the annual rates and charges model including monthly forecasts by gathering
information required from OPBCS, GL and Treasury

e Prepare Capital Initiation Requests (CIR) and analyze current capital funding for prioritization
of capital items to be included in budget.

e (alculate tenant charges and coordinate with Accounts Receivable on invoicing of these
charges

e Perform variance analysis between estimated and actual revenue for the current year and
propose budget for the next year; document variance explanations provided by departments

¢ Analyze and interpret contracts; review and approve modification in PROPworks including

scheduled rental adjustment, insurance compliance, rent commencement, and termination based

on signed contracts

* Work with Accounts Receivable, Commercial Properties or Concessions on any issues that
may arise during the variance analysis (i.e. tenants not billed or billed incorrectly)

e Prepare other detailed schedules to assist management in effective decision making
Back-up for the Budget Financial Analyst

e Perform other duties as assigned

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor of Science or Bachelor of Business Administration degree in Accounting, or similar degree
or field, and five (5) years experience in the preparation of budgets for a large entity, or an equivalent
combination of education, training and experience. Experience in preparation of government entity
budgets desirable.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Strong analytical and interpersonal skills

Must be familiar with computerized accounting systems

Extensive experience with Excel spreadsheets or comparable software
Graphics experience a plus

LICENSES/CERTIFICATIONS REQUIRED:

Certified Public Accountant License desirable

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

None

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

» A significant amount of independence in judgement, discretion and initiative is required
* Responsibility for continuous projects and must be able to handle a great variety of tasks and
responsibilities simultaneously and efficiently including prioritizing of daily and monthly work
¢ Must be proactive and take initiative with respect to execution of responsibilities and
achievement
e Must be able to determine when additional follow-up or analysis is needed
s Must be able to manage multiple tasks and projects and adjust work schedule to meet deadlines
e Must be able to communicate and interpret effectively with people of diverse educational
backgrounds
APPROVAL SIGNATURES:
§ Eé)g Qo &aé g@g, \\-\-\T
Immediate Supervisor Date
Maiug /\MW,_, 11 /1] 2017
A551stant Director Date
u;,x 7] / 1117
Departme t Director Date
-2- 17
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JOB DESCRIPTION

Job Title: Assistant Manager, Project Controls Date: December 1, 2015
Department: Planning, Engineering and Construction Grade/Level: Exempt; L25

Title of Immediate Supervisor: Manager, Project Controls

POSITION SUMMARY: Assists in the management of construction project controls from start-up
through closeout phases on all construction contracts, various studies, environmental items, continuing
consultant selection, and other work items. Develops project-related reports/queries in a relational
database and provides data analysis on results. Manages the business process analysis and improvements
process and the Florida State Statutes (Sunshine Committee) process; maintains the Business Continuity
Plan documents for the department. Assists the manager in the integration and ongoing maintenance of
the construction project documents/data into the Sharepoint enterprise content management system.
Assists in the management and maintenance of the Engineering and Construction master program
-schedule.- - Works closely with consultants, contractors, external agencies, and Aviation Authority staff.

e listed duties are anly illustrative and are not intended tadescribe every function

whrch may be performed by thzs jOb class 7] he omission of specf ic statements does not preclude management from

g £l
flﬂ ﬂU L!lt’a UUBL&!Q”

* Develops custom reports/queries/worksheets from the Engineering & Construction relational database
and provides data analysis on results. Designs and prepares monthly and quarterly reports for
Engineering and Construction projects based on the various databases and Oracle financial
information. Responsible for daily back-up of project databases.

» Drafts advertisements and submission requirements for Requests for Proposals for various selections
including continuing consultants in accordance with GOAA policies and procedures as well as Florida
State Statutes (including CCNA as necessary). Reviews advertisements and submission requirements
prepared by others for compliance.

e Manages the process for preparation of agendas/minutes, and ensures compliance with GOAA
policies and procedures as well as Florida State Statutes for assigned Sunshine Committees.

e Assists the Manager of Projects Administration in preparing Board agenda items for all items
requiring Board approval resulting from actions taken by various Sunshine and other committees.
Prepares Construction Report for the Board agenda, and ensures that all Board presentation items
meet established requirements. Attends and presents items at Board agenda review as needed.

*  Assists the Manager of Projects Administration in ensuring start-up packages are prepared and
executed in a timely manner to ensure project accounts and funding are in place prior to related
approvals and billings. Prepares start-up packages or revised start-up packages as needed. Analyzes
the data reported in the Engineering and Construction’s monthly project cost report updates (prepared
by others). Performs interim project cost updates and project cost/funding analysis as requested.
Performs project account analysis to determine if project accounts can be closed, and if the available
balances are to remain in the program.

o Assists the Manager of Projects Administration in analyzing construction processes and data/file
structures to maximize effective use of the Enterprise Content Management-(ECM) system.

¢ Performs continuous business process analysis and recommends improvements. Maintains Business
Continuity Plan documents; uploads new relevant information/ documentation.



RESPONSIBILITIES (continued):

e Assists in the management and maintenance of the Engineering and Construction master program
schedule. Prepares project milestone schedules. Manages the set-up, recording, and publication of
project meetings. )

s Supervises the work of assigned employees and contracted personnel. Completes annual performance
evaluations, recommends disciplinary action. Approves time sheets, monitors and tracks employee
time, sick, vacation, leaves of absence, etc. Participates in interviews, with hiring/promotion
recommendations given particular weight. Provides new employees with training and orientation.

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

o Assists in the oversight of project close-outs. Perform closeout actions on specific projects as
assigned. :

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

e Serves as the Acting Manager of Projects Administration when required.

e Performs other duties as assigned.

~ EDUCATION/EXPERIENCE REQUIREMENTS: ... .

six (6) years of work experience to include project administration, query/report building in relational
databases, and the fundamentals of cost accounting, or an equivalent combination of education, training
and experience. Experience in an airport or other public sector environment preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Proficient in software including query/report development in Microsoft Access or similar
relational databases, scheduling software, word processing and spreadsheets, graphics software,
scanning software, and communication devices

e Strong computer skills required, with a focus on content, documents and records management
systems

e Advanced knowledge of Microsoft Office Products and Visio, and advanced experience with

Adobe Acrobat Pro required.

Organizational skills to manage multiple and diverse activities and projects

Able to interpret detailed information and provide analysis to senior management
Excellent oral and written communication skills, as well as interpersonal skills
Able to develop and implement policies and procedures

Demonstrates attention to detail ‘

Knowledge of related construction, design, legal and scientific terms is preferred

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

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ Supervises approximately two GOAA employees and oversees the work of a consultant



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

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

Interprets policy, contracts, laws, etc.

Assists with and provides input for decisions with high monetary impact.

Management and supervision of an assigned functional area.

’ /0 /5~
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JOB DESCRIPTION

Job Title: Assistant Manager, User Services Date: October 27, 2017
Department: Information Technology Grade/Level: Exempt; L28

Title of Immediate Supervisor: = Manager, Unified Communications

POSITION SUMMARY: Responsible for managing the User Services team for the effective delivery of IT
desktop support services. Responsibilities include guidance towards level two and level three support of
hardware and software problems, recommendations on client hardware and software purchases and installations
as well as documentation and tracking of inventory items. Responsible for service and maintenance of endpoint
devices, printers, accessories and mobile devices. Other responsibilities include support of conference room
computer systems, facsimile machines and coordination for organization-wide moves, adds, and changes.

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

¢ Responsible for timely and effective support and service for GOAA unified communications services
and equipment
¢ Establish and implement effective procedures and direct the activities of GOAA and contracted
personnel for the proper and prompt processing of work orders
Maintain excellent service levels to the user community
Monitor the tracking of issues and solutions, and prepare related reports and follow-up statistics
Troubleshoot and research technical solutions to reported problems
Responsibile for records and inventory of assigned hardware, software, and licensing
Manage Mobile Devices, to include ordering, configuration and tracking. Review Mobile billing
analysis to confirm accuracy and validation of charges being applied. Responsibie for financial
accounting transactions associated with cost recovery and analysis, corrects inaccuracies.
¢ (Coordinate with the Endpoint System Administrator for effective operation of the Altiris and Airwatch
MDM systems
* Analyze performance of Service Desk activities and documented resolutions, identify problem areas,
and devise and deliver solutions to enhance quality of service and to prevent future problems
¢ Coordinate projects with other departments and external organizations and agencies
Provide oversight of technical staff in the implementation, installation, configuration, and technical
support of systems and mobile devices
e Provide on-call support for IT systems as required
Participate in management level planning; support change management processes
¢ Supervise effectively to maintain a weli-trained, motivated and professional staff. Train, schedule,
monitor time, complete performance evaluations, recommend disciplinary action as needed, participate
in interview process with recommendations given considerable weight.
¢ Interact with all internal departments, consultants, outside support staff and material vendors
& Assist with and enforce information technology documentation and implementation of policies and
procedures




RESPONSIBILITIES (Continued):

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

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science or related field and three (3) years experience in all levels of desktop

support and troubleshooting, or an equivalent combination of education, training and experience. Experience
in a leadership role required, with supervisory experience preferred. Experience with Cisco network and Avaya

phone equipment required. Knowledge of current GOAA client management system and mobile device
management system strongly preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability to prioritize and handle mulitiple tasks effectively

Ability to plan and supervise to keep users and technicians working efficiently

Knowledge of current GOAA technologies strongly preferred

Ability to provide Level 2 and Level 3 desktop support

Ability to interface on technical terms with other IT teams

Demonstrated ability to troubleshoot/repair desktop and laptop computers, as well as printers
Demonstrated skill with computer imaging and Service Desk ticketing software

Knowledge of Microsoft Office Professional Products and Microsoft Active Directory and Exchange
Strong problem-solving and troubleshooting skills

Demonstrated skill in installing and configuring Autodesk products

Ability to install and configure desktop computers with Windows 7/8/10

Knowledge of IP protocol configurations in Networked [Ethernet] environment

Ability to provide installation & support of various software packages, specifically Microsoft Office
Professional in an Exchange environment, MS Project, MS Visio, MS Sharepoint and Adobe Acrobat
Knowledge of virus software configuration

Demonstrated ability to interface well with users and staff

High level technical problem-solving skills

Demonstrated supervisory or leadership skills

Must be a self-motivated individual who can work independently and perform with minimal direction
Able and willing to work alternate shifts or days as needed

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license
Certifications in technologies utilized by the Authority desired




SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

e Supervisory responsibility for approximately three (3) employees, directs and oversees the work of

assigned contracted staff

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

might exercise independent judgment and make decisions.)

¢ High degree of independence, little supervision

¢ Sound judgment and creativity in solving complex technical problems

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Budget Financial Analyst (OMB) Date: August 28,2017
Department: Finance Grade/Level: Exempt; L23

Title of Immediate Supervisor: Manager, Budget & Accounts Payable

POSITION SUMMARY: Coordinate the preparation of the Authority’s annual O&M budgets
including all budget documents related to expenses. Responsible for monitoring of budget compared to
actual expenditures.

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

¢ Coordinate the preparation of the annual O&M budgets including preparation of budget reference
manual, establishment of timeline, scheduling budget meetings, completion of the budget
documents and agenda items submitted to the Board and City Council for approval, and all
correspondence associated with the completion of the budget

e Analyze all department budgets, comparing budget to actual and budget to budget, both by
department account and cost center, in preparation for budget meetings, and validate
reasonableness of all explanations during budget meetings

¢ Responsible for/perform the upload of the annual budget into Oracle

* Perform monthly variance analysis between budget and actual expenses to determine if
departments are performing within approved budget; document variance explanations provided by
departments

o Assist other departments with funding issues related to operation, maintenance and capital
expenditure funds and prepare all related journal entries

e Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Accounting, or similar degree or field, and four (4) years experience in the
preparation of budgets for a large entity, or an equivalent combination of education, training and
experience. Experience in preparation of government entity budgets desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Strong analytical and interpersonal skills

Strong writing skills

Extensive experience with Excel spreadsheets or comparable software
Must be familiar with computerized accounting systems

Experience with graphs and charts a plus

Experience with GFOA Distinguished Budget Award desirable




LICENSES/CERTIFICATIONS REQUIRED:

o Certified Public Accountant License desirable

SUPERVISORY RESPONSIBILITIES: (Tndicate number supervised)

e None

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

* Works independently under limited supervision and general direction, high level of discretion
and initiative is required

* Ability to provide appropriate budget/funding information to requesting departments is
imperative to ensure fiscal integrity

¢ Non-routine budget transfers, funding requests for non-budgeted items and coordination of

annual budget
¢ Responsibility for continuous projects and must be able to handle a great variety of tasks and
responsibilities simultaneously and efficiently including prioritizing of daily and monthly work
e Must be able to determine when additional follow-up or analysis is needed

APPROVAL SIGNATURES:
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e 0 JOB DESCRIPTION

Job Title: Central Plant Operator ~ Date:  October 31, 2017

Department: Maintenance Grade/Level: Non-Exempt; L19
Rotating Shift:- No
Shift Premium: Yes

Title of Immediate Supervisor: Manager, Plant Maintenance

POSITION SUMMARY: Operate Central Energy Plant (CEP), monitor and control the HVAC/building
automation system, airfield lighting systems, preconditioned air plant systems, main breakers system, switch
gear and emergency generator systems, elevator system, various perishable center systems, and standby
equipment.

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

s Operate and monitor CEP mechanical equipment including: 400 — 1300 ton centrifugal chillers, 200 HP oil-
fired boilers, air handlers, air compressors, cooling towers, associated pumps and control equipment, and
preconditioned air systems.

¢ Monitor various computer management systems to maintain optimal comfort levels throughout the facility;

monitors lighting, elevator, and irrigation computer systems.

Perform operational checks of plant equipment, making necessary adjustments.

Monitor and record all necessary plant readings as required.

Document and update information to the maintenance systems databases.

Interact with tenants, contractors, outside agencies, and fellow employees to coordinate services and resolve

problems.

e Receive trouble calls and work requests, generate appropriate repair orders, and dispatch department and
contracted personnel to respond to emergency repairs.

o Act as department focal point during emergencies, recalling facilities personnel as required by the
emergency plan.

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

e Maintain and distribute plant operator log and advise appropriate personnel of any urgent issues.

¢ Troubleshoot malfunctioning equipment and isolate problem areas; coordinate with appropriate personnel
for repairs.

e  Work closely with outside contractor personnel to maintain timely compliance with the contract
requirements.

o Participate in scheduled testing of all equipment related to the CEP to include emergency generators, fire
pumps, and other fire protection systems.

e Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree or accredited technical school certification in Computer Science, HVAC or a closely related
field; and three (3) years experience operating a computerized building automation system with multiple chiller
plant experience in a large scale operations and maintenance organization, or three (3) years experience
receiving and dispatching work orders in a large scale industrial, commercial or institutional setting; or an
equivalent combination of education, training, and experience. Customer service experience required.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Strong computer skills.

Knowledge and understanding of building trades

Strong customer service skills

Ability to operate a two-way radio

Good communication skills

Ability to work independently without constant supervision
Able to work second and third shifts as scheduled

LICENSES/CERTIFICATIONS REQUIRED:
¢ Valid Florida Driver License
SUPERVISORY RESPONSIBILITIES:

¢ None

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

» Works independently under general supervision
s Makes decisions based on established policy
e Exercises considerable judgment in evaluating specific technical issues

APPROVAL SIGNATURES:
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JOB DESCRIPTION
Job Title: Certification Administrator Date: September 20, 2017
Department: Small Business Development Grade/Level: Exempt; L23

Title of Immediate Supervisor: Director, Small Business Development

POSITION SUMMARY: Responsible for the review and analysis of applicant files for certification as
MWBE, LDB, SBE and SDVOBE firms with the Aviation Authority. Verify supporting information and
required documentation supplied by firms applying for certification, and complete an on-site review for each
applicant firm. Monitor contracts for compliance, and serve as liaison between DBE, MWBE & LDB firms,
the Authority and/or prime contractors when necessary.

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

Enforce MWBE/LDB/SBE and SDVOBE policies
Attend pre-bid meetings, proposal meetings, and conferences to explain the DBE/MWBE/LDB
policies and procedures. Address questions and issues involving DBE/MWBE/LDB participation.

e Review certification applications and accompanying documentation to determine compliance with
certification requirements in the policies and 49 CFR Parts 23 & 26. Complete on-site reviews.

¢ Provide information concerning upcoming opportunities to MWBE/LDB/SBE and SDVOBE firms.
Respond to inquiries regarding opportunities, goals, good faith efforts, and certification.

* Analyze bids and proposals to determine compliance with the Authority’s policy requirements and
program goals

¢ Monitor compliance of contracts, purchasmg and concessions agreements with regard to FAA &
DOT regulations. Assist Director in ensuring appropriate participation, communication and
implementation of programs in these departments,
Schedule and attend site visits; maintain required notes and information
Establish and maintain effective systems to track all certification data
Assist in coordinating workshops, seminars and related public outreach functions to promote the
MWBE/LDB/SBE and SDVOBE program and policies

o Research and locate qualified LDBs, MWBEs, SBEs and SDVOBEs to perform services and provide
goods to the Authority

* Review monthly program disbursement reports to confirm prompt payment criteria, proper use of
subcontractors, etc.

e Communicate with counterparts at other airports and entities regarding the available pool of small
business firms, particularly those providing commodities (e.g. paper goods, lighting fixtures)

s Perform Small Business tasks for the Concessions department in the Director’s absence and/or as
needed
Plan and oversee the work of the Small Business Certification Assistant

¢ Perform other duties as assigned




l U S6ntdr Dirsfctor I-Bunan Resources & Risk Management Date

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Business Administration or a directly related field and four (4) years experience in an
airport or business related administrative field; or an equivalent combination of education, training and
experience. Experience in at least one area of MWBE, LDB, SBE, SDVOBE required.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability to read and interpret contract and financial documents

Ability to interpret and explain program and compliance information

Ability to manage multiple projects effectively

Excellent interpersonal skills required to interact with Authority staff, contractors, small businesses,
and representatives of governmental agencies

¢ Proficient in Excel, MSWord, and PowerPoint

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver’s license
* Participation in training sponsored by USDOT, FDOT and FAA regarding certification, compliance,
and program management preferred at time of hire, but must be completed within one year of hire.

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
¢+ None

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

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

e Must demonstrate a reasonable ability to identify compliance or other contractual issues and act
proactively to find solutions

¢ Make recommendations regarding participation and certification on bid and proposal awards.

_APPROV S TURES:
27
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Job Description

Chief Executive Officer
Department: Executive Administration Date: August 26, 2021

Title of Immediate Supervisor: Aviation Authority Board Pay Level: E4
__________________________________________________________________________________________________________________________________________________________________________|
POSITION SUMMARY: Serve as the Chief Executive Officer (CEO) of the Greater Orlando Aviation Authority (GOAA) and
under the general administrative direction of the Aviation Authority Board, the CEO is responsible for the implementation of
Board policies, and directs the operation, management, and promotion of all activities with which the Aviation Authority is
charged under the provisions of its enabling legislation.

DUTIES AND RESPONSIBILITIES AS STATED IN POLICY 110.01 - CHIEF EXECUTIVE OFFICER (ORGANIZATION):

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:

e Direct the operation of all airports and projects under the jurisdiction of the Aviation Authority, plan facilities and
services to meet the community’s aviation needs.
e Recommend specific goals and objectives to the Aviation Authority Board.
e Collects and evaluates data pertaining to:
o Population trends and movement of population centers,
Airline needs,
General aviation needs,
Other transportation media,
All applicable regulations and laws,
Technological advances,
Community needs,
0 Needs and plans of other agencies and authorities.
e Develop plans for airport expansion, improvement, and additions.
e Direct the operation of airports through staff.
o Perform any and all other specific functions reasonably related to the activities of the Authority that is requested by
the Authority Board.

O O0O00O0O0
























JOB DESCRIPTION

Job Title: Communications System Administrator Date: November 9, 2015
Department: Information Technology Grade/Level: Exempt; L25

Title of Immediate Supervisor:  Assistant Manager, Unified Communications

POSITION SUMMARY: Provide service and support to Communication Systems users including
Authority staff and Shared Tenant Services program customers. Oversee user accounts and ensure
continuing customer satisfaction by resolving problems, improving existing service, coordinating
technical support in resolving customer issues, establishing new accounts and providing users with basic
technical support and training. Support the performance, and availability of our Communication Systems
to include Voice Services, Voice Messaging, Audio and Video Conferencing, Interactive Voice Response
and Mobile Device Management.

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

e Oversees the deployment and enhancement of telecommunications-related hardware and software
services. Analyzes billing records produced by the airport’s billing system to ensure accuracy and
validation of charges being applied. Responsible for all financial accounting transactions associated
with cost recovery and analysis. Analyzes telephone expenses for the airport based on actual and
projected usage. Analyzes all PBX telephone database usage reports and balances them with the
Facilities Management Billing System, and corrects inaccuracies. Compares cost of providing
telecommunications services against the actual rates and charges invoiced to customers. Recommends
rate and charge adjustments as necessary. Performs annual station reviews with customer to verify
billing and correct any errors.

e Analyzes customer’s present communications arrangements and develops / presents types of services
that the customer should consider to meet their needs. Programs the telephone changes in the
communications system requested by the customer to meet their needs. Programs Voice Mail services
to provide customers with the desired service. Recommends and implements changes to maximize
telecommunications system operation and minimize costs. Performs telecommunications consultation
services to customers for each request submitted requiring substantive change in service. Advises
customers on product features.

» Audits the PBX Network and Voice Mail databases to ensure users remain valid customers on the
network. Administers the Authorization Code Program and issues and tracks those codes for usage
and possible toll fraud.

e Studies material usage, identifies shortages and obsolete/excess stock, and analyzes equipment flow to
the customer. Prepares and analyzes telecommunications statistics relating to the department’s
communications equipment and use. Recommends appropriate stock levels.

e Responsible for System Administrator functions associated with airport’s communication systems to
include but not limited to: voice service, voice messaging, Authorization Code System, Interactive
Voice Response System and Mobile Device Management Server. Serves as the System Administrator
for the airport’s Call Pilot Voice Mail System, Cellular Blackberry and Goodlink Server. Runs
backup and recovery operations.



RESPONSIBILITIES (continued):

Must be accessible by cell phone for on-call and emergency call-back to provide necessary services on
a rotating basis.

Assists users with desktop applications. Trains customers in all aspects of the telephone system and
equipment including Voice Mail. Attends telecommunications seminars and schools in order to keep
abreast of growth and changes within the telecommunications industry.

Troubleshoots network hardware and software problems. Addresses the complexities of network
provisioning circuits and diagnosing telecommunications problems to their source. Analyzes trouble
reports to define areas of recurring problems or irregularities. Creates and maintains historic data files
for long-term comparison and analysis. Provide liaison between users and vendor(s) for transmission
problems. Creates and maintains appropriate audit trails to effect efficient resolution to circuit
problems/outages. Responsible for analysis, interpretation and processing of all telecommunications
work order processing. Performs necessary functions related to the operation and maintenance of the
cellular wireless network and serves as interface between the vendor and the customer. Captures and
records all cable management information including Telephone Terminal board, cable pair and
communications jack requirements. Documents maintenance problems.

Performs other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science, Telecommunications or a related field and a minimum of five (5)
years of experience including experience in a large telephony environment. An equivalent combination of
education, training and experience will be considered. Understanding of accounting practices desirable.
Experience with VolP and Unified Communications systems required. At least three (3) years experience
with Airwatch or similar MDM system.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Skilled knowledge of video conferencing systems and their integration with unified
communications systems

Hands on experience with Avaya telephony products and technology

Must have experience administering Apple iOS and Android mobile devices
Practical working knowledge of VPFM, Solarwinds or siinilar monitoring platforms
Working knowledge of Microsoft Office suite

Excellent diagnostic and problem-solving skills

Interpersonal skills to interface with users and staff

Good oral and written communication skills

Working knowledge of Windows and Linux server

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

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida Driver’s license



SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

¢ Must be able to work independently

¢ Deals directly with customers in analyzing their telephone requirements and recommending
solutions

¢ Must direct the activities of contractor personnel to ensure the work orders are processed properly
and promptly

¢ Analyzes billing invoices for accuracy and makes adjustments as necessary

e Works with Finance Department to balances accounts (both payables and receivables)

¢ Make adjustments in inventory levels to meet customer needs

APPROVAL SIGNATURES:
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Job Description Supplement

Physical Requirements and Working Conditions

Position Title Communicasions System Administrator
Department Information Technology

Date November 9, 2015
Section 521

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

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

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

B._ 21-50 Ibs. X 2

C.__ 50+ ]bs. 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
Tyvping/CRT (attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other




are( ~ 10105111 dag oreqQ ) Hmmwio%%&&ﬂ
0L 1T A WHTTN ] 71771 = =
SJuaUIuIo)) Iostaredng
£ X (012 “xeJ “1erdoo “Indumod) Judwdmbe 91jJo [e1euaD)
T X a[IqomoIny
_ JodA], yudmdinbyg J0 sop1gap
adueprodury aiey [EUOISBIIO juanbaag juanbaayg £19A JueIsSuUD)) Sunerad Q/Suri0)uogy
SpUaYeam FUIpNouUl ‘sa[mpay[ds
£ X NI0M PIEPUEIS-UCU PUR PIEPUE]S Y104 I0M 01 9[qY — DO
I X SSION] SAISSIOXY
z X SeaIy PIULuo)) “SISIOH
I X HARER|
i X Sjealuay’)
1 X Samm,] SNOTXON
[4 X ISUIEO A\ SWANXY
RueyIodm] ey [BUOISEXIO juanbaiyg juanbaag Ao JUEISUO)) SUOIJIPU0.) SUDLIOAA
(Kep moy § 1od Moy | uel S89T) %45-0 - arney
{Aep moy g 1od smoy 7-1) %0Z-9 - [BUOISEIDQ)
1[e 12 peuxiopad 10U Jo paudisseal oq ABUI ([EINILI) 10N - | (Kep oy g 1od smoy -7/ 7) %05-12 - juanbaig
AKem 19130 2wios U1 pauuoyiad aq Aeur ing “yuepodur - 7 (Kep moy g Jod smoy 9-Z/1 ) %08-16 - yuonbary A1oA
Kem 1130 AU ouop aq Lued iqof o ped [ednir) - ¢ (Kep Inoy g Iad o10W 10 SMOT Z/] 9) %08 UL} AIOW - JUBISUO))

sauepodu

Xousibarg

.mcow%nou SurjIoMm ay) 2qLIdSSp OS[Y "qof InoA Juturiopiad ul paA[OAUL ATk SINIANSE [eyuSuyexisAyd Jo pury jegm jou aseayd ‘moraq saaeds oy UJ




















































OB DESCRIPTION

Job Title: Contract Compliance Coordinator Date: July 23, 2012

Department: Maintenance Grade/Level: Non Exempt; L.20

Title of Immediate Supervisor: Manager, Contracts

POSITION SUMMARY: Plans, monitors and evaluates service and supply contracts. Ensures assigned
contracts meet performance standards and specifications. Provides technical advice and assists in
developing scope and bidding of new contracts. Serves as an Authority’s Authorized Representative for
assigned contracts.

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

e Monitor and evaluate assigned conwracts with emphasis on the levels and standards of service,
responsiveness, schedules, frequency of service, productivity, quality control, and personnel
utilization/staffing levels. Regularly monitors motor pool to verify required services are being completed
efficiently and effectively. Report deficiencies to management as required.

e Assistin the development and implementation of procedures to meet the contractual requirements for the
specified level set forth in the contract documents. '

e Verifies preventive maintenance programs are implemented and effective. Contacts departments to
ensure they keep scheduled appointments, re-schedules missed preventive maintenance appointments.

e Serve as an Authority’s Authorized Representative (AAR) for the performance of specified contracts and
act as liaison with other GOAA departments.

May perform inspections, initiate work orders, and verify appropriate repairs were completed.
Program or invalidate fuel keys as needed, determine key status or why key did not work. Run fuel
reports, run fuel tank level report, and order fuel in accordance with established procedures/levels.

e Ensure enforcement of contract specifications; monitor contractor compliance with MAXIMO or Fire
House software program as appropriate.

e Provide technical assistance in developing scope, bidding, and awarding of assigned contracts. Use

 technical expertise to evaluate required repairs and recommend or authorize a plan of action that is the
best/most cost effective option, and to verify the need for additional work.

e Perform periodic inspection of equipment and make recommendations regarding equipment to be
refurbished, upgraded or replaced.

Verify contractor pay requests for accuracy and compliance with contract terms.

Monitor expenditures; ensure work ordered is within approved budget limitations

Input and wack appropriate data; establish, maintain, generate, and distribute records and reports as
required. Reports are maintained in a variety of databases, including Microsoft, Maximo, Firehouse,
Oracle.

e Remain current on all GOAA emergency response procedures and ensure proper response as required.
Perform other related duties as assigned.



EDUCATION/EXPERIENCE:

An Assoicate degree or technical training in a related field and four (4) years experience in a related field; or
an equivalent combination of education, training and experience. Experience in fleet repair or fleet
management preferred.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
-« Must have good oral and written communications skills. Good interpersonal skills with the ability to
function effectively in a diverse work place.
Able to use GOAA handheld radio.
Familiarity with airport terminal/airsides layout desirable
Basic computer-use skills, with emphasis on introductory level use of database, spreadsheet, and
word processing programs.
® Ability to understand fuel computer system and demonstrate ability to re-program fuel keys within 6
months of assuming position.
* Basic knowledge of project scheduling, efficient time management, contract monitoring, and use of
communication devices required.
¢ Able to drive on the AOA, with appropriate clearance/badging
Basic familiarity with fleet management and operations, and able to show basic understanding of
operation of assigned contracts and the MAXIMO system within 6 months on the job.

LICENSES/CERTIFICATIONS REQUIRED:
e Valid State of Florida Commercial Driver’s License — Class B

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

e Works independently under general supervision
e Exercises considerable judgment

» Routine technical decisions/analysis

APPROVAL SIGNATURES:
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Job Description

: Contract Compliance Coordinator — Landscaping, Roofing
Depaﬁment: Maintenance Date: March 16, 2018
Title of Immediate: Manager, Maintenance Contracts Pay Level: L20

L ____________________________________________________________________________________________________ |
POSITION SUMMARY: Plan, monitor and evaluate service and supply contracts. Confirm assigned contracts meet
performance standards and specifications. Provide technical advice and assist in developing scope and bidding of new
contracts. Serve as Authority’s Authorized Representative for assigned contracts.

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

» Monitor and evaluate assigned contracts with emphasis on the levels and standards of service, responsiveness,
schedules, frequency of service, productivity, quality control, and personnel utilization/staffing levels. May require
on-siteffield monitoring to verify required services are being completed efficiently and effectively. Report
deficiencies to management as required.

o Assistin the development and implementation of procedures to meet the contractual requirements for the specified
level set forth in the contract documents.

e Serve as an Authority's Authorized Representative (AAR) for the performance of specified confracts and act as

liaison with other GOAA departments.

May perform inspections, initiate work orders, and verify appropriate repairs were completed

Attend construction coordination meetings as required.

Review and analyze construction drawings and specifications to verify compliance with GOAA standards.

Maintain enforcement of contract specifications.

Provide technical assistance in developing scope, bidding, and awarding of assigned contracts. Use technical

expertise to evaluate potential large/costly repairs to confirm plan of action is the best/most cost effective option,

and to verify the need for additional work.

» Verify contractor pay requests for accuracy and compliance with contract terms. Recommend approval or

deductions.

Monitor expenditures; verify work ordered is within approved budget limitations

Input and track appropriate data and generate related reports.

Cross frain in other sub-specialties of contract compliance as required.

Remain current on all GOAA emergency response procedures and maintain the proper response as required.

Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

Associate degree in a related field and three (3) years experience in quality assurance/compliance monitoring of multiple
contracts/projects; or an equivalent combination of education, training and experience. Depending on position, experience
in field of expertise (roofing, landscaping, etc.) may be specified.




SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

e Must have good oral and written communications skilis. Good interpersonal skills with the ability to function
effectively in a diverse work place.

o Familiarity with airport terminal/airsides layout desirable .
» Basic computer-use skills, with emphasis on introductory level use of database, spreadsheet, and word processing
programs.

o Basic knowledge of project schedullng efficient time management, contract monitoring, and use of communication
devices required.

« Able to drive on the AOA, with appropriate clearance/badging
Demonstrated ability to read and understand complex contract specifications and blueprints, and discuss with

architects/engineers.
e Must be willing and able to work non-standard shifts as needed for testing and maintenance to accommodate

airport operations
o Bilingual desired -

LICENSES/CERTIFICATIONS REQUIRED:

o Valid Florida driver's license

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

« None

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

o Works independently under general supervision
e Exercises considerable judgment
* Routine technical decisions/analysis

This Job Descripfion is intended to be comprehensive and to provide details of the position for which it has been written. However, this
Job Description is not intended fo limit any of the duties, responsibifities or activities that may be required of the employee who is
employed in the position. Other duties, responsibilities or activities may be assigned or may change at any time with or wn‘houf notice.
The Authority reserves the discretion to revise this Job Description at any time.

APPROVAL S|GNATURES:
ﬂé/‘g/ é/ 3/}@/? B NE alan/ia
Immedidte Supewlsor Date Assistant Director Date

V 3-21-/8 m e ()ZN?‘( Y-1114¢

DepartmentDirector Date @r Direkctor, HI§ & Risk Management Date

FLSA: Non-Exempt Shift Premium: N/A
EEO Category: Technicians Rotating Shift: N/A
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Physical Requirements and Working Conditions

Contract Compliance Coordinator — Landscaping, Roofing

Department: Maintenance Date: March 16, 2018
e
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 mare per 8 hour day) "| 3 - Critical part of Job; can't be dane any other way
Very Frequent: - 51-80% {4 1/2-6 hours per & hour day) 2 - important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per B hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% {Less than 1 hour per 8 hour day) :
Physical Effort Constant Very Frequent | Frequent | Occasional | Rare Importance
Standing X 3
Walking X 3
Sitting X 3
Lifting: 0-20 lbs X 1
20-50 lbs X 1
51+ lbs X 1
Bending/Stooping X 2
Pushing, Pulling and/or Digging X 1
Reaching over head X 1
Kneeling, Crawling X 1
Climbing (ladders, stairs, hills) : X 3
Typing/CRT {attention to detail) X 3
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
Writing X 3
Other
Working Conditions Constant | Very Frequent | Frequent | Occasional | Rare Importance
Extreme Weather ’ X 2
Noxious Fumes X 1
Chemicals X 1
Insects X 1
"Heights, Confined Areas (Landscaping) X 2
Heights, Confined Areas (Roofing) X 3
Excessive Noise X 1
Must he willing and able to work non-standard shifts as
needed for testing and maintenance to accommodate X 3
airport operations
Equipment/Vehicles Constant Very Frequent | Frequent | Occasional | Rare Importance
GOAA/Personal Vehicle X 3
General Office Equipment {Computer, Copier, Fax, etc.) X 3
Communication Equipment X 3
SUPERVISOR COMMENTS:
ry ] ' I
C ; ' 5’/22//; "/ $-29-/§
- r h W ’ v Ed
immediate Supervis Date Departmeﬁ(rector Date
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JOB DESCRIPTION

Job Title: Contract Compliance Coordinator - Date: December 2, 2016
Life Safety
Department: Maintenance Grade/Level: Non Exempt; 1.20

Rotating Shifis: No
Shift Premium: No
Title of Immediate Supervisor: Assistant Manager, Life Safety

POSITION SUMMARY: Plan, monitor and evaluate service and supply contracts, ensuring assigned
contracts meet performance standards and specifications. Provide technical advice to assist in developing
scope of work for new contracts. Serve as Authority’s Authorized Representative for assigned contracts.

Ensure Life Safety Systems are operational and meet manufacturer’s standards and other applicable federal,
state and local codes. -

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

* Monitor and evaluate assigned contracts with emphasis on the levels and standards of service,
responsiveness, schedules, frequency of service, productivity, quality control, and personnel
utilization/staffing levgls. May require on-site/field monitoring to verify required services are being
completed efficiently and effectively. Report deficiencies to management as required.

¢ Assist in the development and implementation of procedures to meet the contractual requirements for the
specified level set forth in the contract documents.

* Serve as an Authority’s Authorized Representative (AAR) for the performance of specified contracts and
act as liaison with other GOAA departments. _

* Review and analyze construction drawings and specifications to ensure compliance with GOAA
standards and related life safety codes. : :

Perform inspections, initiate work orders, and verify appropriate repairs were completed.

Assist Life Safety Administrator in inspections of new construction, tenant upgrade projects, and fire

protection systems operation and maintenance.

Attend construction coordination meetings as required, serving as technical expert.

Assist Administrator with plans for future replacements, upgrades, etc.

Ensure enforcement of contract specifications.

Provide technical assistance in developing scope, bidding, and awarding of assigned coniracts. Validate

project costs, repair estimates, and work requests outside of contract scope.

Verify contractor pay requests for accuracy and compliance with contract terms. Recommend approval
or deductions.

Monitor expenditures; ensure work ordered is within approved budget limitations
Input and track appropriate data and generate related reports.

Cross train in other sub-specialties of contract compliance as required.

Perform other related duties as assigned.

EDUCATION/EXPERIENCE:
Associate degree and three (3) years experience in life safety systems and services; or an equivalent

combination of education, training and experience. Working knowledge of fire protection systems, service
contracts and applicable NFPA Life Safety codes.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

» In-depth knowledge of Fire Safety Systems to include fire alarm, fire sprinkler, fire suppression, fire
doors, elevator/escalator, and all their required interfaces with ancillary equipment
Ability to interpret and apply codes and standards on a regular basis
Demonstrated ability to read and understand complex contract specifications, blueprints, wiring
diagrams, and ability to discuss with architects/engineers

o Must stay current with all Life Safety codes and the requirements for testing and inspection of fire
protection systems

* Remain current on all GOAA emergency response procedures and ensure proper response as
required.

¢ Experience with project scheduling, efficient time management, contract monitoring, and use of two-
way radios

¢ General computer skills, with emphasis on use of database, spreadsheet, and word processing
programs. Experience with Oracle preferred.

» Must have good oral and written communications skills. Good interpersonal skills with the ability to
function effectively in a diverse work place.

¢ Must be willing and able to work non-standard shifts as needed for testing and maintenance to
accommodate airport operations

¢ Familiarity with airport terminal/airsides layout desirable
Able to drive on the AOA, with appropriate clearance/badging

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

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

¢ Works independently under general supervision

¢ Exercises considerable judgment
e Routine technical decisions/analysis

| NATURES:
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Job Description Supplement
Physical Requirements and Working Conditions

Position Title Contract Compliance Coordinator — Life Safety Date December 2, 2016
Department Maintenance . Section 631
In the spaces below, please note what kind of physical mental activities are involved in performing your job. Also describe the working conditions.
| Frequency Importance

Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way

Very Frequent - 51-80% (4 1/2-6 hours per 8 hour day) 2 - Tmportant, but may be performed in some other way

Frequent ~21-50% (2 1/2-4 hours per 8§ hour day) 1 - Not Critical; may be reassigned or not performed at all

Occasional - 6-20% (1-2 hours per § hour day)

Rare - 0-5% (Less than 1 hour per 8 hour day)

Physical Effort Constant Very Frequent Frequent Oecasional Rare Importance
Standing X 3
Walking X 3
Sitting X 3
Lifting A, 0-201bs. X 1
B._ 21-50Ibs. X 1
C._ 50+ Ibs. X I

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




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

Frequency Importance
Constant - More than 80% (6 1/2 hours or more per 8 hour day) 3 - Critical part of Job; can't be done any other way
Very Frequent - 51-80% (4 1/2-6 hours per § hour day) 2 - Important, but may be performed in some other way
Frequent ~21-50% (2 1/2-4 hours per § hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional - 6-20% (1-2 hours per 8 hour day)
Rare ~ 0-5% (Less than 1 hour per 8 hour day)
Working Conditions Constant Very Frequent Freguent Occasional Rare Importance
Exireme Weather X 2
Noxious Fumes X 1
Chemicals X 1
Insects X 1
Heights, Confined Areas X 2
Excessive Noise X 1
Other
Monitoring/Operating Constant Very Frequent Frequent Occasional Rare Importance
Vehicles or Equipment Type?
Transportation via department vehicle X 3
Gerneral office equipment (computer, copier, fax, etc.) X 3
Radio/Telephone X 3
Supervisor Comments;
/ \ = /
%\ \ /7 ﬁ\\\m\ %%& - e
Immediate Supervisor Date eparfment Diredtdr  ~ Date
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JOB DESCRIPTION

Job Title: Cost Control Specialist Date: July 31, 2015
Department: Operations Administration Grade/Level: Non-Exempt; L16
Rotating Shift: No
Shift Premium: No

Title of Immediate Supervisor: Manager, Cost Control & Contracts

POSITION SUMMARY Prepares momtors and analyzes expendlture and capltal budgets for a531gned

- allocatlon of funds Rev1ews tracks and assists with contract process, amendments comphance and
renewals.

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

e Prepare, monitor and analyze expenditure and capital budgets of Operations departments, update
budgets and provide projections as requested. Ensure expenditures are within established budget,
identify unbudgeted items.

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

e [Lnsure contract invoices are correct and accurate before releasing for payment

e Review financial transactions to ensure proper allocation and utilization of funds in compliance with
policies, procedures and contracts

e Assist in the tracking and review of contract renewals and amendments for timely execution. Review
budgets to identify pricing changes. _

e Review, track and/or assist with assigned department contract process, amendments, compliance and
renewals

* Assist departments in preparing budget-related items for review and approval by Executive Director
and/or Aviation Authority Board

e Performs other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:
Associate degree with related accounting courses and two (2) years closely related work experience, or an
equivalent combination of education, training, and experience.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Advanced skills in spreadsheet and word processing software, and knowledge of databases;
experience in Oracle or similar accounting system preferred.

Demonstrate high degree of accuracy and attention to detail

Excellent organizational skills, and ability to work independently

Good communication skills

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver license

SUPERVISORY RESPONSIBILITIE: (Indicate number supervised)

None

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

Considerable independence under general supervision
Makes independent decisions following established guidelines/procedures

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Database Administrator Date: July 1, 2014
Department: Information Technology Grade/Level: Exempt, 1.31

Title of Immediate Supervisor: Manager, Automation Software

POSITION SUMMARY: Oversees the maintenance, tuning, security and support of the databases for the
Aviation Authority, including all interfaces and residing hardware systems. Upgrade, implement and deploy
application, systems and technologies for the Authority.

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

e Perform Database and Environment Administrative Duties for Oracle Financial Applications, Enterprise
Asset Management, and Graphical Information System

e Perform administrative duties for Oracle, RAC and Dataguard database environment
Perform administrative and troubleshooting duties for Oracle Workflow administration

e Establish and maintain the security and integrity of supported databases. Add, modify and delete
database structures as necessary and according to established guidelines.

Establish and regulate server disk space allocation and utilization by the supported database(s).

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

e Monitor software-licensing usage to avoid violations of concurrent licensing agreements and violations of
copyright laws,

Establish, schedule and monitor all systems backups and reviews related logs

e Monitor any reports/alerts for data anomalies that may be consuming system resources and tune the
residing hardware systems and databases for optimum performance.

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

e Maintain administrative and support documentation using formal methodologies, standards and
procedures.

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

e Maintain a current knowledge of developments in both hardware and software to insure that upgrades and
installations are performed as efficiently as possible, including all relevant adjustments to system
configuration, memory management, and other companion products.

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

e If assigned to the GOAA Computer Security Incident Response Team (CSIRT), will be responsible and

accountable for responding to required information security related incidents including those which may
impact the confidentiality, integrity, or availability related to PCI DSS, privacy data, or GOAA
confidential information. Responsible for thorough understanding of the Authority’s CSIRT plan and the
employee’s specific role and level of authority within that plan.

e Performs other duties as assigned



EDUCATION / EXPERIENCE REQUIREMENTS:

Bachelor degree in Information Systems or related field and five (5) years experience in the administration of
a medium to large corporate databases or an equivalent combination of education, training and experience.
Experience with Windows Server, Unix, Linux, Oracle Applications (EBS), Oracle RDBMS, Oracle Grid
Control, Oracle Enterprise Manager and Microsoft Client OS a must. Experience with Microsoft Access,
MS SQL server, Storage Volume Managers, and Backup Software is highly desirable as well as software and
hardware experience with clustering and high availability architectures.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Must possess excellent verbal and written skills.

¢ Excellent documentation skills.

e Self-motivated; demonstrated ability to perform with minimal direction, using sound judgment and
creativity in solving highly complex technical problems. Provides proper advice and recommendations to
managers and employees at all levels.

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

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

LICENSES/CERTIFICATIONS REQUIRED:
e Valid Florida driver’s license
SUPERVISORY RESPONSIBILITIES:
e None

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

» Independent judgment for complex technical issues is critical and required routinely on a daily basis.
Direction is not normally frequent or detailed.

e Ability to alter work schedule to include weekends if necessary. Provides coverage for, or to perform
duties necessary to assure the Authority’s normal operating schedule.

APPROVAL SIGNATURES: |
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JOB DESCRIPTION
Job Title: Deputy Fire Chief Date: November 9, 2017
Department: ARFF Grade/Level: Exempt; FM1

Title of Immediate Supervisor: Fire Chief

POSITION SUMMARY:; Manages the department’s three 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. Develops and administers related
policies, procedures and guidelines.

RESPONSIBILITIES:

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

Manage the fire department’s three 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 fire department purview.

Overall responsibility for the timely completion of staff performance reviews.

Counsel personnel as needed, and issue disciplinary actions in accordance with GOAA policies and
procedures.

Evaluate equipment condition and adequacy to maintain compliance with requirements.

Participate in emergency and disaster planning, including exercise development and implementation.
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 taking the responsibilities of that position.

Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Either a Florida Fire Officer II Certificate or an Associate degree in Fire Science, and five (5) years of fire
and EMS supervisory experience. Must possess both the Florida Fire Officer II Certificate and the
Associate degree in Fire Science within a reasonable time from date of hire. Promotional assessment
and/or training experience preferred. An equivalent combination of related education, training and
experience may be considered.




1
!

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

o 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.

s  Ability to communicate effectively orally and in writing.

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida Driver’s License for the operation of emergency vehicles

State of Florida EMT or Paramedic license

State of Florida Firefighting Certificate of Compliance prescribed by Florida State Statute 633
16-hour Emergency Vehicle Operators Course (EVOC)

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

Florida Fire Officer II or higher certification

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

o Directly oversees approximately four (4) District Chiefs
s Indirectly oversees approximately 73 department personnel.

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

e  Make independent decisions, develops policies, and administers discipline in accordance with
established policies, procedures and guidelines.
Procurement of goods and services as described in GOAA policy.

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

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

»  Mitigate emergencies, assuming Incident Command as necessary.

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Director, Airport Operations Date: August 22, 2017

Department: Operations Administration Grade Level: Exempt, E1

Title of Immediate Supervisor: Senior Director, Airport Operations

POSITION SUMMARY: Responsible for overall management of the Airport Operations divisions at Orlando
International Airport (OIA) including but not limited to Landside, Airfield, Airline, Baggage Handling Systems,
Parking Operations and Ground Transportation Services.

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

Plan, develop, promote, and implement programs to meet the goals and objectives of the Airport
Operations department. Develop business plan and establish priorities. Recognize, analyze and assess
areas of concern, and develop proposed solutions.

Maintain thorough knowledge of current aviation and general aviation regulations and confirm assigned
areas remain in compliance with all required federal, state, county and local regulations and standards,
and other applicable laws, rules, regulations and permits.

Oversee all required regulatory reporting for the department.

Coordinate with Federal Aviation Administration (FAA) and other agencies as assigned.

Design, recommend, implement and manage policies and procedures to comply with Federal Customs
and Border Protection (CBP), handling of international baggage and trash, environmental and other
regulatory requirements.

Responsible for obtaining the Airport License annually.

Monitor Airlines and Fixed Base Operators (FBOs) and business tenants for compliance with airport
operational policies. ' '
Lead the Aviation Authority’s emergency response operations, update the Aviation Authority’s
emergency response plan, and oversee emergency preparedness in areas of responsibility.

Required to respond after hours for emergencies and operational disruptions.

Oversee the airport noise abatement program to minimize negative impact to the environment and the
nelghbormg public resultlng from airport operations; may attend meetings with the public to address
issues and concerns.

Develop and effectively administer assigned budgets. Research and develop cost saving measures.
Maintain a work environment that promotes the organization’s values, ethics, integrity and legal
responsibility.

Consistently lead the effort to improve and streamline work processes and improve customer service;
formulate and recommend department policy and procedure.

Direct and oversee staff. Establish and maintain an efficient and effective organizational structure in all

areas of assignment and effective processes for the selection, training and development of qualified staff,

succession planning, communications, business continuity, etc.
Establish and maintain effective working relationships with senior management of airlines and other
airport tenants.




RESPONSIBILITIES (Continued):

¢ Act as an ambassador for the Greater Orlando Aviation Authority regarding airport operations matters
Administer contracts; may draft/negotiate contracts and/or manage the proposal/evaluation/selection
process.

¢ Perform other related duties as a331gned

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Aviation Management, Business Administration or related field and ten (10) years directly
related experience in airport/airline operations, or an equivalent combination of education, training and
experience. Minimum of five (5) years experience in management and leadership roles that include directing
and oversight of staff in multiple airport operations areas and emergency response operations required.
Experience with FAR 139 and 49 CFR part 1542 compliance required. Airport parking operations experience
preferred.

SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:

e Demonstrated skill in analyzing, developing and implementing complex operational initiatives

e Excellent public relations skills to act as an ambassador for the Greater Orlando Aviation Authority

e Able to interpret and complle statistical data, prepare detailed reports, contracts, and analyze legal and

financial documents _

o Excellent written and oral communication skills, strong presentation skills, and the ability to communicate
effectively in English '
Demonstrated skill in supervising and motivating staff
Strong contract and negotiation skills
Experience with regulatory compliance required including FAR 139 and 49 CFR part 1542
Knowledge of applicable regulations including but not limited to: Federal Aviation Administration
(FAA) requirements including noise and emergency operations; knowledge of Federal Customs and
Border Protection (CBP) requirements including international flight and passenger movements, handling
of international {rash and environmental regulations including Florida Department of Environmental
Protection and South Florida Water Management District requirements
e Basic computer skills
o Efficient and effective time management skills

LICENSES/CERTIFICATIONS REQUIRED:
¢ Valid Florida driver license
¢ American Association of Airport Executives (AAAE) credential(s) preferred
SUPERVISORY RESPONSIBILITIES: (/ndicate number supervised)
» Oversight responsibility for a department with approximately two hundred eighty (280) employees

* Direct supervision of approximately eight (8) employees.

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




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

and authority.
Judgment exercised in long- and short-term strategic planning, negotiations, policy developme

financial initiatives.
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JOB DESCRIPTION
Job Title: Director of Engineering Date: November 18, 2008
Department: Engineering Grade/Level: Exempt; E 1

Title of Immediate Supervisor: Senior Director of Planning & Engineering

POSITION SUMMARY:

Oversees all aspects of the Aviation Authority’s engineering and environmental compliance activities.
Ensures design of projects, initiatives and processes are in conformance with the Aviation
Authority’s established policies and objectives. Relies on extensive experience and judgment to plan
and accomplish goals. Leads and directs the work of project managers, field staff, consultants and
administrative staff.

RESPONSIBILITIES:

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

o Supervises the design, bid and award of the Authority’s capitol projects including
coordination with local, state and federal agencies,

e Performs analyses and studies, and carries out directives from Senior Director, Deputy
Executive Director, Executive Director and the Authority. Provides assistance in managing
facilities under the jurisdiction of the Greater Orlando Aviation Authority.

¢ May conduct specialized tours, give briefings and formal presentations, manage and supervise
all department meetings for Authority staff, and provide related information to Authority
Board Members, committees, individuals, and outside groups who are visiting or working on
the Greater Orlando Aviation Authority’s properties.

e Supervises technical reviews, maintains technical design standards. Maintains budget,
estimates, scheduling, bids, and cost controls; monitors all phases of program and project
development through close-out and final audits, etc. Schedules pre-bid meetings.

e Serves as a member of various Authority committees that approve or oversee Authority
business.

o Performs other related duties as assigned.

EDUCATION/ EXPERIENCE REQUIREMENTS:

Bachelor’s degree related to architecture, building construction, construction management, or
engineering disciplines and ten (10) years of aviation related work experience for a consulting firm, a
. construction company, a public agency, or an airport authority in managing the design and
construction of small and large scale projects or an equivalent combination of related education,
training, and experience.



SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal and negotiation skills required

Proficient in use of computers

Knowledge of engineering and construction means and methods, and management principles
Knowledge of design, estimating, project and program scheduling

Efficient time management methods

Knowledge of the following areas: hazardous materials clean-up and monitoring; computer
aided design; financial and management software; water quality, wetlands, wildlife, and
vegetation with the understanding how all of these areas benefit and protect the Authority’s
property.

o Professional engineer, architect, or general contractor license is desirable

LICENSES REQUIRED:
e A valid Florida driver license

CERTIFICATIONS:
o Certification in a specialty subject area that may benefit the Authority is desirable

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
Supervises, manages and directs the day to day operations of the engineering department and other
assigned areas. Direct or indirectly supervises approximately ten (10) employees.

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this
position might exercise independent judgment and make decisions.)
¢ Handles day to day departmental matters and attends to the long range development and
program needs following the Authority’s strategic master plan.
¢ Reviews and approves the performance evaluations of departmental staff. Develops GOAA
policies, procedures and master plan activities on a continuing basis.
¢ Coordinates operations and activities, establishes standards of performance, provides counsel
for unusual problems, evaluates performance and compliance with policies, procedures,
negotiates, etc. Assigns work and follows-up to ensure Authority policies, procedures, and
plans are carried out.
o Independent judgment is exercised routinely.
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JOB DESCRIPTION

Iob T1tle Director of Internal Audit Date: October 25, 2013
Department Internal Audit Grade/Level: Appointed, E1

T1’tle of '-Immediate Supervisor: Executive Director/Finance Committee

POSITION SUMMARY: Directs a comprehensive internal audit program for the Greater Orlando Aviation
Authority. Provides guidance and advice to the Authority Board and executive management concerning the
formulation and development of internal auditing policies and procedures regarding procedural, operational, and
financial issues. Measures and evaluates the effectiveness of the control structure for Authority departments,
tenants, and concessionaires.

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

e Direetly responsible to the Finance Committee and the Authority Board for the development and

" ‘implementation of a comprehensive internal audit program for GOAA.

i@ ;Du'ects and reviews the work of a professional internal audit staff engaged in the performance of

C hlndependent procedural, operational, Information Technology (IT), financial audits, and investigations,

T in¢luding those with complex sensitive issues.

.- »  Examines and evaluates the adequacy and effectiveness of the procedures and systems of procedural,

‘ operational, and financial controls for the Authority, tenants, concessionaires, and outside entities that have

‘ a relationship with GOAA.

e Determines the theory, objectives, and scope of each audit or project, approves the comprehensive audit

. work program, and approves the amount of time spent on audits.

e Considers, plans, and oversees outsourced audit activities.

w5 o Establishes policies, procedures, and manuals for the internal auditing function and directs its technical and
administrative requirements. Evaluates the efficiency and effectiveness of the department’s functions and

.. identifies areas for improvement.

“ e Conducts post-audit conferences with management to discuss internal audit reports and makes

recommendations for improvement to the Finance Committee and Executive Director.

" Appraises the thoroughness of actions taken by management to implement recommendations for

. improvement. Interacts and communicates with internal and external senior management and principals.
"o Provides follow-up to audit findings; meets with legal and department personnel as appropriate on

centractual changes, legal clarifications and identifying and communicating industry practices which affect

‘ the Authority’s agreements.
" e Provides management consultation to GOAA departments for continuous process improvement.

' e Prepares reports, analysis, or research as requested by executive management.

-« Ensures a work environment that promotes the organization’s values, ethics, integrity, and legal

. responsibilities.

e Establishes and maintains an efficient and effective organizational structure in all areas of assignment.

Ensures processes are in place for effective selection, and development of qualified staff, succession

planning, communications, emergency response, business continuity, etc.

Presents, participates, or attends relevant continuing professional education and training,

Serves on Authority Committees as assigned.

Able and available to travel as needed.

Performs other duties as assigned.




EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor’s degree in Accounting, Business Administration or directly related field and seven (7) years related
experience, four of which are supervisory level, or an equivalent combination of education, training, and
experience. Advanced degree preferred. ,

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
- e Demonstrated in-depth knowledge and skill in the interpretation and application of The 1IA’s International
Professional Practices Framework, AICPA Audit and Attestation Standards, and GAO Government
- Accounting Principles. _
" » Understands the theoretical and practical aspects of an analytical, technical, or professional discipline or the
_ basic knowledge of more than one professional discipline.
e Demonstrated skill in evaluating, supervising, and motivating staff. Effective delegation and supervisory
skills, teambuilding.
e Knowledge and application of data query software (ACL desired), automated financial and management
information systems basics, procurement and contracting practices, statistical sampling, qualitative and
7 quantitative analysis, and financial, cost and management accounting.
r;. o Knowledge of management and organizational theory, construction accounting and auditing, and federal
. and state grant policies, procedures, and accounting.
. ® Must have professional level written and oral communication abilities.
. & Analytical, problem solving and decision making skills, mediation, consensus-building, and conflict
‘ resolution skills.

LI:CENSES/CERTIFICATIONS_REQUIRED:

o Valid Florida Driver’s License.
» Two professional certifications required; one must be CPA or CIA. Other certifications may be considered;
CISA preferred.

S'UPER&’ISORY RESPONSIBILITIES: (Indicate number supervised)

Manage the Internal Audit department, overseeing approximately six staff members, including management,
supervisory, professional, and support staff.

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

e Expected to work independently without direct supervision.
¢ ;e Independent decisions on industry and professional standards and the scope and methodology of auditing
" procedures to execute the annual audit plan. Develops long-range audit coverage with approval of the
- Finance Committee.
Ihdependent professional judgment in resolving complex and/or sensitive accounting and auditing issues.
Ihtémret policy, agreements, laws, regulations, etc.
Assessment of the degree of risk.
' Eﬁicient and effective time management skills to continually manage multiple tasks.
: Recommend engaging outsourcing of auditors and audit assignments.
~i- o Procedural changes which affect other departments of which, by policy, require executive management or
Board approval are referred for authorization to implement. Actions which could significantly impact the
Authority’s costs or service levels, the Authority’s liability or which could prove controversial for the
Authority are referred to executive management or the Board for approval.



APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Director, Maintenance Date: September 19, 2017
Department: Maintenance | Grade/Level: Appointed, E1

Title of Immediate Supervisor: Chief Operating Officer

POSITION SUMMARY:  Responsible for providing organization, guidance and direction to all
Maintenance Department activities regarding the construction, operation, and maintenance of Orlando
International Airport and Orlando Executive Airport in an effective manner consistent with the strategic
goals (long- and short-term) and the mission statement of the Greater Orlando Aviation Authority. Also
responsible for all airfield, exterior electrical power distribution and lighting systems, and equipment
associated with Aviation Authority buildings and structures at Orlando Executive Airport.

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

» Develop policies, procedures, and resources necessary for directing the Maintenance Department in
accordance with the GOAA-approved mission and objectives.

* * Prepare and monitor all aspects of the Maintenance Department budgets (capital improvements and
operation and maintenance expense); builds the Capital Improvement Plan (CIP).

¢ Establish and maintain the organizational structure best suited to accomplish the mission of the
Aviation Authority. '

* Develop effective planning and scheduling of all maintenance work, including a preventive-
predictive maintenance prograni.

* Provide necessary safety measures for all facilities and equipment; responsible for compliance with
all insurance, ordinance, FAA and codes as they relate to facilities and equipment. '

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

* Responsible for proposals for upgrade, replacement, and/or disposal of facilities and equipment
which is based in whole or in part on maintenance or utilities savings.

* Responsible for determining, ordering and installing in-house, purchased, GOAA-owned or leased
equipment. |

» Direct and oversee staff assignments to 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.

* Make recommendations regarding entering into all contracts and agreements necessary or incidental
to the performance of the Maintenance Department’s duties, and employ consulting services and
other advisors as may be necessary to accomplish the purpose of the GOAA mission.

¢ Consult and coordinate matters relating to facility construction, operation, and maintenance with
appropriate City, County and Federal agencies.

» Cooperate with all city, county, state, and Federal agencies and other GOAA departments to carry
out all policies and programs.




RESPONSIBILITIES (Continued):

¢ Supervise employees in assigned area. Assign work; monitor hours of work and authorize time
sheets; oversee quality, quantity and timeliness of work performed; ensure compliance with
established policy, procedure and standards. Advise management of areas of concern and
recommend solutions. Prepare and conduct performance 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. Management approval of time
sheets in electronic timekeeping system.

* Monitor compliance with all city, county, state, Federal, and other regulatory agency policies, rules
and mandates.

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

¢ Perform other duties as assigned.

EDUCATION/ EXPERIENCE REQUIREMENTS:

Bachelor degree in Engineering, Construction or related field and a minimum of ten (10) years
experience in airport operations and maintenance including demonstrated leadership skills and
knowledge of enginecring, construction and maintenance management practices; knowledge of Federal
Aviation regulations; or an equivalent combination of education, training & experience. Master degree
in Facilities Management desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Demonstrated skill in developing and iniplementing complex initiatives
Demonstrated in-depth knowledge of Facilities and Grounds maintenance
Excellent interpersonal and communication skills

Demonstrated skill in supervising and motivating staff

Effective budget management skills

Basic computer skills

Efficient and effective time management skills

LICENSES/ CERTIFICATIONS REQUIRED:

Professional Engineering registration and/or General Contracting licenses desired
Valid Florida driver’s license :

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

Responsible for approximately 159 GOAA staff including bargaining and non-bargaining, and additional
contractor staff as nceded




LATITUDE AND/OR INDEPENDENT JUDGMENT:

Expected to work independently without supervision — supervisor consulted in cases of
exception, planning, etc,

Interpret policy, contracts, laws, etc.

Design, appraise, analyze, evaluate on a regular basis

High level of authority

Independent decisions based on industry and professional standards

Assessment of the degree of risk

Decision to recommend outside contractors for specific assignments

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

APPROVAL SIGNATURES:

Imfediate Supervisor ™
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JOB DESCRIPTION

Job Title: Director, Orlando Executive Airport Date: August 22, 2017
Department: OEA - General Aviation Grade/Level: Exempt; E!

Title of Immediate Supervisor: Senior Director, Airport Operations

POSITION SUMMARY: Responsible for overall management of the Orlando Executive Airport (OEA) general
aviation facility including but not limited to fixed base operations, leasing and property management, tenant relations,
Customs and Border Protection (CBP) requirements, and environmental regulations.

RESPONSIBILITIES: 7The listed duties are only illustrative and are not intended to describe every. Sfunction, which
may be performed by this job class. The omission of specific statements does not preclude management from
assigning specific duties not listed if such duties are a logical assignment to the position.

¢ Plan, develop, promote, and implement programs to meet the goals and objectives of OEA. Develop business
plan and establish priorities. Recognize, analyze and assess areas of concern, and develop proposed solutions.

¢ Maintain thorough knowledge of current aviation and general aviation regulations and confirm assigned areas
remain in compliance with all required federal, state, county and local regulations and standards, and other
applicable laws, rules, regulations and permits.

e Oversee all required regulatory reporting for OEA.

» Coordinate with Federal Aviation Administration (FAA) and other agencies as assigned.

¢ Design, recommend, implement and manage policies and procedures to comply with Federal Customs and
Border Protection (CBP), handling of international baggage and trash, environmental and other regulatory
requirements.

* Responsible for obtaining the Airport License annually,

Monitor Fixed Base Operators (FBOs) and business tenants including food and retail for compliance with

airport policies. Remain abreast of tenant requirements and coordinate proper action when necessary.

Responsible for emergency preparedness in arcas of responsibility.

Required to respond after hours for emergencies and operational disruptions.

Develop and effectively administer assigned budgets. Research and develop cost saving measures.

Serve as a voting member on the OEA Advisory Committee; report as requested on OEA operations, Board

items, and other items of concern to tenants and community. Maintain up-to-date knowledge of regulations

and practices governing noise and other ongoing concerns.

¢ Develop and maintain effective working relationships with tenants, customers, visitors, Aviation Authority
staff, community leaders and OEA neighborhood associations; attend meetings as needed to address concerns
and issues such as noise abatement,

e Maintain a work environment that promotes the organization’s values, ethics, integrity and legal
responsibility.

¢ Consistently lead the effort to improve and streamline work processes and improve customer service;
formulate and recommend department policy and procedure.

¢ Direct and oversee staff. Establish and maintain an efficient and effective organizational structure in all areas
of assignment and effective processes for selection, training and development of qualified staff, succession
planning, communications, business continuity, etc.

* Act as ambassador for the Greater Orlando Aviation Authority regarding matters at OEA.
Administer contracts and lease agreements; draft/negotiate contracts and manage the
proposal/evaluation/selection process.

e Perform other related duties as assigned




EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Business, Aviation Management or Public Administration and seven (7) years of progressively
responsible leadership experience in airport administration or an equivalent combination of education, training and
experience. Experience with contract administration required; experience with lease and property management
preferred. :

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
e Demonstrated leadership skills in upper management positions
e Demonstrated skill in analyzing, developing and implementing complex operational initiatives
» Excellent public/customer relations skills to act as an ambassador for the Greater Orlando Aviation Authority
regarding matters at OEA
e Demonstrated in-depth knowledge of general aviation airport management
¢ Demonsirated oversight of Fix Based Operators (FBO) and business tenants including food and retail
Knowledge of applicable regulations including but not limited to: Federal Aviation Administration (FAA)
requirements including noise and emergency operations, Federal Customs and Border Protection (CBP)
requirements including international flight and passenger movements, handling of international trash, and
environmental regulations including Florida Department of Environmental Protection and St. John’s River
Water Management District requirements
e Able to interpret and compile statistical data, prepare detailed reports, contracts, and analyze legal and
financial documents
s Excellent written and oral communication skills, strong presentation skills, and the ability to communicate
effectively in English
Efficient and effective time management skills
Demonstrated skill in supervising and motivating staff
Strong contract and negotiation skills
Basic computer skills

LICENSES/CERTIFICATIONS REQUIRED:

e Valid Florida driver’s license
¢ American Association of Airport Executives (AAAE) credential(s) preferred

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
* Direct or indirect supervisory responsibility for approximately 14 employees

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

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

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

Job Title: Director, Security Date: August 8, 2013
Department: Security Administration Grade/Level: E1; Exempt

Title of Immediate Supervisor: Deputy Executive Director, Administration, Security and Technology

POSITION SUMMARY: Provides senior-level security leadership functions for the Authority.
Develops and administers security programs to ensure compliance with Transportation Security
Regulations 49 CFR Part 1542, Airport Security, and associated regulations. Responsible for the
direction, management and strategic planning of security operations, security administration, Orlando
Police Department contract for law enforcement support, access control, communications center, and
Explosive Detection Canine Teams (EDCT or K-9).

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

e Plans, directs and administers the Authority’s airport security program to ensure compliance with
all federal and state security regulations and Authority policies.

e Reviews and interprets the impact of all federal regulations, amendments and advisories on
security and directs/implements changes to the airport security program as appropriate.

e Serves as primary liaison with the Transportation Security Administration (TSA). Acts as Airport
Security Coordinator or alternate.
Develops the airport’s response to all TSA security concerns.
Maintains liaison with law enforcement agencies, airlines, and other tenants, government agencies

and airport staff on issues and programs affecting airport security. Serves as primary liaison to the

ATA Security Committee and prepares documents for monthly consortium meetings.
e Responsible for the direction, management, planning, and performance of multiple departments to
include: security administration, access control, communications center, and Explosive Detection
Canine Teams (EDCT or K-9).
¢ Oversees the Orlando Police Department contract for airport law enforcement support. Ensures
contract compliance and recommends changes as needed.

e Evaluates the security contractual needs of the Authority. Develops and manages security services

contracts with outside vendors.

¢ Reviews, researches, evaluates, recommends and implements improvements to security systems to

include access control, camera surveillance and security training.

e Responsible for review of security violations, penalties and recommendations in accordance with
Authority policy.

¢ Investigates security complaints and internal security incidents.

» Oversees radio communications infrastructure and operations ensuring airport radio
communications in normal and emergency situations.

o Develops security training methods and exercises to ensure employees understand their security
responsibilities and compliance with the airport security program.

o Represents the Authority in industry organizations and community initiatives as assigned.



RESPONSIBILITIES (continued):

¢ Directs and oversees the work of staff; establishes and maintains an efficient and effective
organizational structure in all assigned areas. Ensures processes are in place for effective
selection, training and development of qualified staff, succession planning, communications,
emergency response, business continuity, etc.

o Ensures a work environment that promotes the organizations values, ethics, integrity and legal
responsibilities. '
Develops and effectively administers assigned budgets.

¢ Performs other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Aviation Management, Business, [.aw Enforcement or Public Administration or a
closely related field and ten (10) years of progressively responsible leadership experience in airport
security or related security area, or an equivalent combination of education, training and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Proven leadership experience and analytical skills with a wide variety of the security management
functions described herein

o Demonstrated ability to interpret and analyze security materials and design, implement, and
negotiate airport security programs
Ability to maintain professionalism and diplomacy at all times
Excellent presentation skills and the ability to communicate effectively with a wide variety of
audiences and employee groups
Demonstrated ability to effectively lead and manage multiple security functions
Must have excellent writing skills
Computer skills and knowledge of software applications required

LICENSES/ CERTIFICATIONS REQUIRED:

) Valid State of Florida driver license

SUPERVISORY RESPONSIBILITIES:

Direct supervision of approxirnateiy four (4) to five (5) employees, indirect responsibility for
approximately 50 additional employees. Oversees the work of outside service providers and consultants
as required.



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

e Works very independently, with minimal supervision
¢ Independent decisions and recommendations based on industry and professional standards
» Assessment of vulnerabilities and risk
¢ Design, analyze, interpret, revise, negotiate and implement on a regular basis
¢ Decision to engage outside contractors for specific assignments

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Director of Small Business Development Date: April 29, 2008

Department: Small Business Development

Grade Level: Exempt, E1

Title of Immediate Supervisor: Deputy Executive Director - Facilities

POSITION SUMMARY:

Responsible for the development and administration of the Authority’s Small Business and
DBE/MWBE/LDB Programs.

RESPONSIBILITIES:

The listed duties are only illustrative and are not intended to describe every function, which may

be performed by this job class.

The omission of specific statements does not preclude

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

Plans, develops, promotes, and implements programs to provide maximum opportunities
for contract participation with women and minority-owned business and small
businesses.

Provides overall supervision to all staff in the Department.

Develops and administers Department’s annual operating budget. Assists with and
reviews data compiled for annual report and forwards it to Deputy Executive Director for
review/approval. g

Monitors all phases of Small Business Programs development to determine compliance
with the Authority’s requirements, program goals, and appropriate federal, state and local
statutes. Conducts site visits as needed.

Serves as the DBE Liaison Officer as required in Federal regulation 49CFR Part 26 and
Part 23. |

Oversees the planning, organization and conducting of workshops, seminars, and related
public outreach functions to promote the Small Business Development and
MWBE/DBE/LDB Programs and ensures necessary training in business development,
contract compliance, Authority bidding procedures and other related topics is provided.
Ensures provision of counseling services and guidance to existing and potential
qualifying business.



(

)

RESPONSIBILITIES (continued): -

¢ Monitors and interprets federal policies, guidelines and issues governing small business
programs. Monitors the Authority’s procurement process in the areas of construction,
professional services, purchasing and concessions to ensure that small businesses and
MWBE/DBE/LDB businesses are provided maximum opportunity to pa111c1pate in
Authority contracts.

¢ Promotes and Administers the Authority’s Designated Mobilization Loan Program.

¢ Leads and directs the work of project managers, field staff, consultants, and
administrative staff as required.

» Analyzes construction, professional services and concessions bids/proposals and awards
for compliance with appropriate statues, policies and regulations. Monitors professional
services, construction and procurement contracts for compliance with appropriate statues,
policies and regulations. May make presentations to the Construction and Concessions
Procurement Committees regarding bid awards.

¢ Ensures resolution of problems relating to contractor/consultant performance, and that
department Directors are consulted with to discuss problems and program improvements.

o Consults with department directors to discuss issues and program improvements and/or
resolution of problems relating to contractors’/consultants’ performance.

¢ Develops and implements internal operating policies and procedures.

¢ Monitors internal operating policies and procedures to ensure consistent application of
Small Business and DBE/MWBE/LDB Policies. Participates in the development of small
business policy amendments and consults with legal staff and operating managers on
necessary revisions.

¢ Performs other related duties as assigned.

EDUCATION/EXPERIENCE REQUIREMEN TS:

Bachelor’s degree in Public or Business Administration and ten (10) years experience in
developing and managing governmental programs for small and disadvantaged businesses and
loan/small business programs for business development or an equivalent combination of closely
related training, education, and experience.



SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:

s Ability to interpret and compile statistical data, prepare detailed reports, analyze legal and
financial documents

e Must possess excellent oral and written communication skills

e Must possess excellent interpersonal skills to interact with Authority staff, contractors,
small businesses, and representatives of governmental agencies

LICENSES REQUIRED:
e Must possess a valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ Supervises staff of approximately four (4) to assist in administering the Authority’s Small
Business and DBE, M/WBE and LDB Programs.

CERTIFICATIONS:
s None

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

s Latitude for independent judgment is granted to this position at the discretion of the
Deputy Executive Director, including but not limited to making a recommendation
regarding bid awards and/or resolution of problems regarding a bidder or proposing
party. An error in judgment could result in a bid/proposal not being awarded.

APPROVAL SIGNATURES:
/_W M — /b’
Deputy Executive Director - Facilities Date
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JOB DESCRIPTION

Job Title: District Chief Date: November 9, 2017
Department: ARFF Grade/Level: Non-Exempt; FC3

Title of Immediate Supervisor: Deputy Fire Chief

POSITION SUMMARY: Shift commander responsible for overall management of assigned shift, providing
the immediate delivery of fire and rescue service to mitigate emergency scenes, hazardous situations and
special projects. Manage the emergency crews assigned to a work shift.

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

e Perform and/or direct firefighting and/or emergency medical functions in hostile environments.
e Assume Incident Command of all major emergency scenes, unless relieved by the Fire Chief or
Deputy Fire Chief.

Maintain Index E operations using available resources, making notifications if not possible.
Provide recommendations to ARFF administration regarding field operations.

Coordinate the utilization of staff and auxiliary services at field operations level.

Perform tasks assigned by ARFF administration and confirm that shift duties are completed.
Responsible for the timely completion of assigned staff performance reviews; counsel personnel as
needed, issue disciplinary actions in accordance with GOAA policies and procedures.

Perform all Lieutenant, Engineer, and Firefighter responsibilities.

e Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS:

¢ A minimum of three (3) years experience as an Aviation Authority ARFF Lieutenant, including one
(1) year on probation

» Moust possess either a Florida Fire Officer II Certificate or an Associate Degree in Fire Science

¢ Qualified as relief officer in compliance with ARFF Standard Operating Guideline 900.13 Relief
Officer Program

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability and skills to effectively direct overall emergency scene operations

Demonstrated leadership and/or supervisory skills during emergency and non-emergency operations
Ability to work with other department supervisors on projects and emergency mitigation

Ability to manage programs and delegate assignments, following through to completion
Knowledge of and ability to enforce department guidelines and GOAA policies

Ability to communicate with a command presence on multiple radios simultaneously

Skill to function as Incident Commander with multiple agencies, using NIMS

o Knowledge/skills/abilities of Lieutenants, Engineers, and Firefighters




k]

LICENSES/CERTIFICATIONS REQUIRED:

State of Florida EMT or Paramedic License

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

State of Florida Firefighting Certificate of Compliance as prescribed by Florida State Statute 633
16-hour Emergency Vehicle Operators Course (EVOC) with certificate

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

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

® Supervise assigned Lieutenants, Engineers, and Firefighters (approximately 23 per shift)
¢ Supervise all personnel on an emergency scene when functioning as Incident Commander

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

¢ Has latitude to make independent decisions during emergency operations, based upon department
guidelines and training/experience

* As Incident Commander on multi-company operations, has the latitude to make any and all decisions
that are needed to mitigate the emergency

e Has latitude to manage daily shift operations, including personnel issues, training, and assignments,
safely in all environments

e Make personnel safety decisions, inform personnel, and take appropriate actions

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

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Drawings/Contracts Coordinator Date: April 30, 2015
Department: Planning & Engineering Grade/Level: Non-Exempt; L9
Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Manager, Contracts & Grants

POSITION SUMMARY: Responsible for the Authority’s electronic plans room, including
archive of past project plans and specifications. Monitors project document review and
production from start of design through project close-out and audit, Processes various
construction-related professional service agreements, addenda and contracts and non-
construction professional service agreements. Works closely with consultants, contractors,
external agencies, and Aviation Authority staff,

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

¢ Oversees the electronic plans room, and prepares project plans for off-site storage

e Maintains a tracking system for project drawings and verifies the Authority’s drawing
standards were followed. Researches and responds to record requests for Authority
project drawing files, '

* Works closely with the City of Orlando and is primary contact for submitting signed
plans and permit applications. Also responsible for complex records/reporting (sewers,
impact fees, etc.). Maintains permit application log.

¢ Receives and coordinates review of tenant design submittal packages at 30%, 60%, 95%,
100% and sealed permit drawing stages. Coordinates review team comments from
consultants, coniractors, and Authority staff.

e Assigns tenant project numbers and prepares tenant-related project reports.

e Processes approvals of project submittals for permitting, ensuring all items have been
provided, are in the proper order, have all necessary exhibits attached, have DRC
approvals, eic.

e [Ensures CAD documents are reviewed prior to project close-out; uploads the approved
CAD files into the Authority’s content management system for archives.

¢ Attends Design Review Committee (DRC) meetings when necessary and assists in the
enforcement of conformity to the approved DRC design during construction phase.
Tracks DRC approved design documents through technical design review stages and
through final project close-out. If deviations from standards are identified, suggests
remedies and follows through for resolution.



RESPONSIBILITIES {continued):

Processes related contract documents in accordance with actions approved by the
Construction Committee, the Professional Service Committee and/or the Authority
Board. Ensures timely execution of documients.

Monitors and maintains certificates of insurance, statements of agent or broker, and
associated coverages in accordance with agreement requirements through EBIX sofiware.
Administers electronic folders for related FM Global review of specific drawing sets.
Creates subfolders, authorizes users, and archives folders.

Creates and modifies grant related project information in JACIP (Joint Automated
Capital Improvement Plan).

Monitors the Debarred Vendors List to ensure regulatory compliance regarding
debarment, suspension, ineligibility, etc.

Performs other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

Associate degree, preferably related to architecture, construction, engineering, or public
administration, and five (5) years of work experience or an equivalent combination of related
education, training, and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal skills

Excellent organizational skills

Able to multi-task while meeting critical deadlines
Demonstrate a high degree of accuracy and attention to detail
Able to work independently

Proficient in the use of large format copier, plotter, and microfilm reader/printer print
room equipment

Intermediate to advanced computer skills in Adobe Acrobat, MS Word, and MS Excel
required; knowledge in MS PowerPoint, MS Access, MS Project and cloud-based storage
preferred. | '

Knowledge of Auto CAD software, and GIS Oasis systems preferred

Understanding of construction specifications, and contract terms

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

None



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

¢ Works independently under moderate supervision, exercising considerable judgment and
discretion

¢ Provides training and determines compliance with prescribed procedures

¢ [stablishes priorities to maximize productivity and efficiency

¢ May identify/establish new procedures

APPROVAL SIGNATURES:

W ‘{/30//5’

Inﬁmeﬁiate Supervisor

Date
L%” Y ( 3¢ f (T
: Date
> Q %/Z'L | '//Zw/ o

Senior Director Date

m pzmka S-M-ys™

“Director of Human Resources Date

Manager
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JOB DESCRIPTION

P

Job Title: Electronics Technician Date: November 1, 2017

Department: Maintenance : Grade/Level: Non-Exempt; B9
Shift Premium: Yes

Title of Immediate Supervisor: Supervisor, Electronics

POSITION SUMMARY: Maintain, install and repair general electronic systems and power-operated
doors at Orlando International Airport.

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

o Maintain, install and repatr equipment associated with, but not limited to, the following systems:
o  Access Control Systems
Closed circuit television systems.
Public Address systems
Master clock systems
Sterile corridor door controls
Master Antenna Distribution (MATV) for broadcast television systems
Small computer Uninterruptible Power Systems
Automatic power-operated sliding doors and associated components
o  (ate opener and other remote control and signaling equipment
U Escort and assist contractors in performing warranty services.
¢  Remain current on all GOAA emergency response procedure and maintain the proper level of
response as required.
e  Complete maintenance work orders as assigned. Record time, materials, and equipment
information correctly.
e  Performs other duties as assigned.

O 0 Cc 0 000

EDUCATION / EXPERIENCE REQUIREMENTS:

High School graduate with two years of technical/vocational training and five (5) years experience in
troubleshooting microprocessor-based systems, strong background in analog and digital circuitry, or an
equivalent combination of education, training, and experience. Associate degree in Electronics desired.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability to read and interpret blueprints, schematic drawings and logic diagrams.

Sound working knowledge of function and utilization of electronic test equipment.

Basic knowledge of essential safety equipment and protective devices.

Knowledge of rules, regulations, and guidelines for safe operation of hand and power tools.
Must be capable of properly operating field communications equipment and speaking clearly in
English when operating such equipment,

Knowledge of automatic sliding door adjustment, testing, and troubleshooting procedures,

e Basic computer skills in Microsoft Word, Excel, Access and Outlook.

e Knowledge of applicable OSHA regulations and NFPA 70E standard.




LICENSES/CERTIFICATIONS REQUIRED:

( e Valid Florida Driver’s license
¢ Low voltage certification desired
o Certification from the American Association of Automatic Door Manufacturers (AAADM) desired

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

¢ Determines 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.

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

APPROVAL SIGNATURES:
/ T ‘:' A
[ kdrz /(- [7-17
| Immediate//Supervisor Date
C\ 9..5 &}3\ AT
M nég T Date
/1717

Asﬁrstﬂnt Director Date

O 31\//-/ [-17- /7

%E rtmentBirector Date
@ Oan/ ()blvﬁ\ 11-22-11
nior ]jirect??r, Hurr%n Resources & Risk Management Date
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=% GREATER ORLANDO AVIATION AUTHORITY
%E‘A__—/ Job Description

Emergency Communications Dispatcher
Department: Security Date: October 10, 2018

Title of Immediate Supervisor: Supervisor, Emergency Communications Pay Level: L17

w
POSITION SUMMARY: Dispatch Police, Fire, Medical and Airport Operations response personnel to emergency and non-
emergency situations, including aircraft emergencies. Serve as Public Safety Answering Point (PSAP) and answer all 9-1-1
calls originating on airport property. Operate all related equipment.

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

e Serve as Public Safety Answering Point (PSAP) and is responsible for answering all 9-1-1 calls originating on
airport property, including Telecommunications Device for the Deaf (TDD). Receive and analyze information,
prioritize calls and disseminate information to emergency or non-emergency personnel.

« Dispatch Police, Fire and Medical response personnel and Airport Operations personnel to emergency and non-
emergency situations including Aircraft emergencies.

« Operate 800 MHz CRT Public Safety Communications System, 400 MHz radio, and 911 computerized answering

systems.

Responsible for operation of AGT transportation console system and Power Distribution System.

Operate numerous complex computerized safety and security systems.

Initiate emergency notification or re-call procedures.

Operate Florida and National Crime Information (FCIC/NCIC) computer system and relay information to Criminal

Justice personnel when appropriate.

e Record andfor activate pre-recorded emergency evacuation or public service messages through the audio paging
system.

« Responsible for the operation of audio recording system.

¢ May perform security surveillance via CCTV system.

Report equipment malfunctions to appropriate parties when applicable and work in conjunction with contractors or

technicians to facilitate repair.

Maintain numerous operation and public safety logs.

Assist the traveling public and airport tenants with general information, flight information and operations support.

Airport paging and Airport Emergency Paging as needed.

Perform other duties as assigned.

High school graduate and minimum of two (2) years experience with fire/security alarm systems and emergency dispatching
in fire, rescue, medical or police operations, or an equivalent combination of education, training and experience. Three
years experience preferred.

 SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: | | |
e Must have knowledge and follow Public Safety Answering Point (PSAP) regulations
e Familiarity with 800 MHz public safety systems, 400 MHz radio systems, and 911 computerized answering systems

preferred.

e Must be able to remain calm during emergencies/stressful situations and be able to make split-second decisions
under pressure

 Able to multitask, prioritize, analyze information and use independent judgement
Must have the ability to prioritize multiple tasks and handle more than one task at a time




Must have knowledge of principles of emergency dispatch and friage; and coordination of resources
Able to accurately enter information into CAD and utilize various computerized information systems,
Must have excellent hearing, vision and the ability to speak clearly, distinctly and effectively in English
Must understand techniques of telephone interrogation

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

Must be able to type a minimum of 25 cwpm

Must be willing and able to work rotating shifts, early mornlngs late evenlngs hohdays and weekends

LICENSES/CERTIFICATIONS REQUIRED
+ Valid Florida driver's license or Florida state |D

The following certifications are required at time of hire or must be obtained within 12 months:
e Emergency Medical Dispatch (IAEMD) certified
CPR certified
TDD certified
Florida Griminal Information Computer/National Criminal Information Computer (FCIC/NCIC)
NIMS 100, 200,700, 800
Florida State Certification for Public Safety Dispatchers. F.S.S. 401.465
Driver and Vehicle Information Database (DAVID)

: SUPERVISORY RESPONSlBlLlTl ES: (Indrcate number superws‘ed).

o None

! LATITU DE AN D/ OR INDEPENDENT JUDGEMENT (!nciude exampfes of s:tuanons where thrs posrtron
| miaht position miaht exercise mdenendent and make dec:s:ons) E

o Exercise considerable independence in prioritizing calls, dlssemlnatlng information and determlnlng crltlcal pohce
fire and medical response. Example; Determines priority of call, how many units to dispatch, and which unit(s} to
dispatch.

» Exercise considerable independence under general supervision.

o Make independent decisions foliowing established guidelines/procedures

This Job Description is intended fo be comprehensive and to provide defails of the position for which it has been writfen. However, ihis Job
Description is not infended fo Kmit any of the duties, responsibilities or activities that may be required of the employee who is employed in the
posifion. Other duties, responsibilities or activities may be assigned or may change af any time with or without notice. The Authority reserves the
discration to revise this Job Description at any time.

APPROVAL SIGNATURES:
= . _
Pacd G [1-17-L218 éfm [/43-15
Depaltment Manager Date Department Dirch Date
AS-\Q
Si7 Directyr, HR &Risk Management Date
FLSA: Non-Exempt '\@ Shift Premium: N/A

EEO Category: Protective Service Workers Rotating Shift: Yes




=== GREATER ORLANDO AVIATION AUTHORITY
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Emergency Communications Dispatcher

Department: Security

additional requirements as needed.

Physical Requirements and Working Conditions

Date: October 10, 2018

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

" Frequency ]

Impoitance

Constant:
Very Frequent:
Frequent:
Occasional:

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)

More fhan 80% (6 1/2 hours or more 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

Rare:
EREE ~_Physical-Effort

‘Constant...

Very Frequent =

Fréquent :

Oceasional

| Rare

Importance -

Sténding

X

Walking

X

Sitting

0-201bs
20-~501bs
51+ lbs

Lifting:

Bending/Stooping

Pushing, Pulling and/or Digging

Reaching over head

Kneeling, Crawling

P | B | e | e[

Climbing {ladders, stairs, hills)

Typing/CRT (attention to detail)

Speaking & Hearing

Detailed Inspection/Reading/Editing

Wlww(w(m(kime e ke www

Writing

2| e e [ g

- Working. Conditions.

| -Constant

Very Frequent

. Frequent .|

Occasional - .

-Rare -

“Impertance-

Extrerne Weather

1

Noxious Fumes

Chemicals

AL

Insects

Confined Areas

W e =N

Excessive Noise

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

3

Equipment/Vehicles .

Constant

Very.Frequent

Frequent

‘Occasional

Rare

‘| mportance -

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

X

3

General Office Equipment {Computer, Copier, Fax, etc.)

3

GOAA/Personal Vehicle

X

2

" SUPERVISOR COMMENTS: -

respond from a sitting to a standing or walking position.

Due to the computers’ sensitivity to heat, the temperature in

the Communications Center cannot exceed 72 degrees. Most of thé Itime 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
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S GREATER ORLANDO AVIATION AUTHORITY
—a— Job Description

Emergency Communications Dispatcher/Trainer
Department: Security Date: October 23, 2018

Title of Immediate Supervisor: Emergency Communications Training Administrator Pay Level: L19

M
POSITION SUMMARY: Dispatch police, fire, medical and airport operations response personnel to emergency and non-
emergency situations, including aircraft emergencies. Serve as Public Safety Answering Point (PSAP) and answer all 9-1-1
calls originating on airport property. Operate all related equipment. Responsible for Communications Center training and
related documentation.

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 atfendance 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 fo, the following:

e Serve as Public Safety Answering Point (PSAP) and is responsible for answering all 9-1-1 calls originating on
airport property, including Telecommunications Device for the Deaf (TDD).

» Receive and analyze information, prioritize calls and disseminate information to emergency or non-emergency
personnel.

o Dispatch police, fire and medical response personnel and Airport Operations personnel to emergency and non-
emergency situations including aircraft emergencies.

e Operate 800 MHz CRT Public Safety Communications System, 400 MHz radio, and 911 computerized answering
systems.

e Train new hires on police, fire, medical, airport aperations, train maintenance consoles and panels, alarms, efc.
Responsible for Daily Observation Report and the documentation process during training and the probation period.

« Administer tests when applicable. Assist training administrator with scheduling, coordinating and instructing in-
service training classes, refresher and remedial classes and seminars for Communication Center employees.

e Assist training administrator in maintaining training manuals and materials current; assist in revising training
materials and curriculum as needed.

e Confirm certifying agency course goals and objectives are met. Maintain program continuity, and that students

demonstrate the necessary skills for function in the assigned role.

Complete regular quality review assessments for assigned areas.

Responsible for operation of AGT transportation console system and Power Distribution System.

Operate numerous complex computerized safety and security systems.

Initiate emergency notification or re-call procedures.

Operate Florida and National Crime Information (FCIC/NCIC) computer system and relay information to Criminal

Justice personnel when appropriate.

« Record and/or activate pre-recorded emergency evacuation or public service messages through the audio paging
system.

o Responsible for the operation of audio recording system.

May perform security surveillance via CCTV system.

Report equipment malfunctions to appropriate parties when applicable and work in conjunction with contractors or

technicians to facilitate repair.

Maintain numerous logs.

Assist the traveling public and airport tenants with general information, flight information and operations support.

Airport paging and airport emergency paging as needed.

May occasionally perform supervisory responsibilities in absence of supervisor.

Perform other duties as assigned.




High school graduate and four (4) years experience with computers, fire/security alarm systems and emergency dispatching
in fire, rescue, medical or police operations or an equivalent combination of education, experience and training. In addition,
must also have at least one (1) year experience as an Emergency Communications Dispatcher with the Greater Orlando
Aviation Authority; and must be CTO certified.

'SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: Ll T
 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
o 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
o Must be able to remain calm during emergencies/stressful situations and be able to make split-second decisions
under pressure
Excellent organizational skills, with the ability to prioritize multiple tasks and handle more than one task at a time
Must understand techniques of telephone interrogation
Able 1o analyze information and use independent judgement
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 assist in training, assigning and reviewing the work of others
Must be able to type a minimum of 25 cwpm
Must be willing and able to work rotating shifts, early momings, late evenings, holidays, and weekends and be
flexible to adjust schedule as necessary to facilitate training.

" LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver's license

Emergency Medical Dispatch (EMD)

CPR certified

TDD certified

Communications Training Officer (CTO)

Driver and Vehicle Information Database (DAVID)

Florida State Certification for Public Safety Dispatchers. F.S.S. 401.465

Florida Criminal Information Computer/National Criminal Information Computer (NCIC/FCIC)

NIMS: 100, 200, 700, 800

" SUPERVISORY RESPONSIBILITIES: (indicate number supervised

e None

LATITUDE AND/OR IN
might position might exercise:ine /
» Work independently under general supervision
e Judgment required to recommend training curriculum and materials revisions
« Exercise considerable independence in prioritizing calls, disseminating information and determining critical police,
fire and medical response. Example:  Determines priority of call, how many units to dispatch, and which unit(s) to
dispatch.
e Exercise independent judgment when assuming supervisory duties in supervisor's absence

DEPENDENT | UDGEMENT: (iclude examples. o f situations where this position

independent and make decisions) ...




This Job Description is intended to be comprehensive and to provide details of the position for which it has been writfen. However, this
Job Description is not intended o 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:
PaJ (‘EJL [0-29-2°18 m s L
Department Manager Date Department Diector Date
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FLSA: Non-Exempt Shift Premium: N/A
EEO Category: Protective Service Worker Rotating Shift: Yes
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Physical Requirements and Working Conditions

Emergency Communications Dispatcher/Trainer

Department: Communications Center Date: October 23, 2018
|

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

PR C:DURreguency . - : B s Imgortance
Constant: More than 80% (6 1/2 hours or more per 3 huur dav) 3- Cntu:al part ofJob can t be done any other way
Very Freguent:  51-80% {4 1/2-6 hours per 8 hour day} 2 - Important, but may be performed in scme other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% {Less than 1 hour per 8 hour day)
LU T physical Effort | constant | VeryFréequent | Frequent | Occasional | Rare .| Importance = :
Standing X 3
Walking X
Sitting X
Lifting: 0-201lbs
20-50Ibs
51+Ilbs
Bending/Stooping
Pushing, Pulling and/or Digging
Reaching over head
Kneeling, Crawling
Climbing (ladders, stairs, hills)
Typing/CRT {attention to detail)
Speaking & Hearing
Detailed Inspection/Reading/Editing
Writing
Ablllty to handle more than one task at a time X
i - i \Working Conditions, L .| Constant | Very Frequent | Frequent | Occasional ‘[-Rare - | Importance
Extreme Weather X 1
Noxious Fumes
Chemicals
Insects
Confined Areas X
Excessive Noise X
Must be willing and able to work rotating shifts, early 3
mornmgs, late evenings, holidays, and weekends
. 7 Equipment/vehicles v | Constant | Very Frequent.- | ‘Frequent | Occasional | Rare | importance
Abllity to operate and monitor various electronic X
equipment such as radio dispatch console, CRTs and 3
telephones
General Office Equipment {Computer, Copler, Fax, etc.} X 3
GOAA/Personal Vehicle X 2
TSUPERVISORCOMMENTS: . .+ 7 ... ... oo T e Y T e T R
Due to the computers’ sensltwity to heat the temperature In the Comm Center cannot exceed 72 degrees Most of the time and espemally
at night the temperature ranges from 68-70 degrees. All equipment s 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.

Vasd bk /0242815 =

Department Manager Date Department [

O(@M \)k/@wM \\l\%\ X

Human Resources - Compensation Date

AR A A A A A

wwlwwlkrirRrR[R|R[(E] P W|w

o | e ] g ]

w

A

wWlwiRk=N

























S JOB DESCRIPTION

Job Title: Equipment Operator II Date: November 10, 2017

Department: Maintenance Grade/Level: Non-Exempt; B2
Shift Premium: Yes (if assigned)

Title of Immediate Supervisor:  Supervisor, Airfield & Grounds

POSITION SUMMARY: Operate mowing and grounds maintenance equipment, maintain airport ground and
landscaped areas.

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

¢ Operate mowing equipment to mow all areas of airport grounds. Maintain landscaped areas, flowerbeds
and planters. Trim and fertilizes trees. Assist in renovation of landscaped areas as required. Maintain
ditch and canal banks.

e Dispense fertilizers, herbicides, and pesticides for landscape maintenance.

» Operate and use small power tools and hand tools to perform all phases of horticultural and landscaping
renovation and maintenance.

* Responsible for maintaining contact with the Control Tower, whether by radio or alternative methods,
for safe maintenance operations on the AOA.

e Responsible for staying current on all GOAA emergency response procedures and performs emergency
response as required.

o Perform daily equipment inspections and operational tests to confirm the equipment is capable of
responding in an emergency. Perform regular cleaning and prescribed operator maintenance tasks on
equipment.

¢ Complete maintenance work orders as assigned, record all time, materials, and equipment information
correctly and promptly to maintain accurate maintenance and repair records.

¢ May assist Equipment Operator 111 in assignments that require the use of specialized equlpment receive
training and operating experience on the equipment.

o Perform other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate or equivalency diploma and three (3) years experience in the operation of mowing and
grounds maintenance equipment, or an equivalent combination of education, training, and experience.

EQUIPMENT OPERATED:

All-terrain mowers

Front-end loader (Bobcat), water truck, scrubber

Edger, weed eater, landscaping hand tools, chainsaw

Spray equipment

All equipment operated by the Maintenance Support position.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Basic knowledge of essential safety equipment and protective devices.

¢ Knowledge of rules, regulations, and guidelines regarding the safe operation of mowing and grounds
maintenance equipment. :

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

e Must be knowledgeable of alternative methods of field communication with Control Tower.

e Must be able to apply horticultural chemicals safely, in compliance with all rules, regulations and laws.

» Proficient operation of mowing and grounds maintenance equipment.

LICENSES REQUIRED:
e Valid Florida Commercial Driver’s License, Class “B” with tanker endorsement

o Air brakes designation

CERTIFICATIONS:
e None

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
* None

LATITUDE AND/OR INDEPENDENT JUDGMENT: (Include examples of situations where this position
might exercise independent judgment and make decisions.)
e Constant exercise of sound independent judgment to operate equipment safely and within the
operational limitations of the equipment.
e Frequently determines what equipment is appropriate for the assigned task and how it is to be used on a
job.
e Exercise good judgment to administer safe application of agricultural chemicals.
¢ Determine when a task has been completed properly, and which task among those assigned by the
Supervisor will be undertaken next.

APPROVAL SIGNATURES: .
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JOB DESCRIPTION

Job Title: Equipment Operator/Trades Date: November 10, 2017

Y

7\‘partment: Maintenance Grade/Level: Non-Exempt; B6
Shift Premium: Yes (if assigned)

Title of Immediate Supervisor: Supervisor, Airfield & Grounds

POSITION SUMMARY: Operate pavement maintenance, industrial lift and construction equipment. Perform
pavement and masonry repairs, and maintains drainage systems.

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

» Operate sweepers and scrubbers to remove foreign object debris, and grease from paved aircraft operating
areas. Perform concrete and asphalt patching, repairs and construction.

e Perform small masonry and ceramic tile repairs. Maintain and repair joints in pavement and parking garage
structures.

e Transport equipment to job sites as required.

¢ Apply chemicals in lakes, drainage ditches, and canals to control aquatic plant growth.

o Inspect and maintain drainage systems to maintain free flow of water through the system. Monitor water
levels at drainage structures; adjust water control structures to maintain authorized levels. Maintain and
repairs water control structures, install pipes and culverts.

e Operate equipment to assist other maintenance trades. _

Responsible for maintaining contact with the Control Tower, whether by radio or alternative methods, for

safe maintenance operations on the AOA.

¢ Responsible for staying current on all GOAA emergency response procedures and maintain proper
response as required, respond on all aircraft related alerts. .

o Perform daily routine equipment inspections and operational tests to confirm the equipment is capable of
responding in an emergency. Perform regular cleaning and prescribed operator maintenance tasks on
equipment.

e Complete maintenance work orders as assigned, records all time, materials, and equipment information
correctly and promptly to maintain accurate maintenance and repair records.

o Assist Heavy Equipment Operators in assignments that require the use of specialized heavy construction
equipment, receive training and operating experience on the equipment.

e Perform other duties as assigned

P
®

EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate or equivalency diploma and five (5) years experience operating construction/industrial lift
equipment on pavement construction or maintenance projects, or an equivalent combination of education, training,
and experience.

EQUIPMENT OPERATED:
e Low boy trailer (31 ton or less), industrial lift
Walk behind saw, various hand saws
Soil compactor
Joint sealant trailer
Paving machine
All equipment operated by the Equipment Operator III position.

-
I
|

® & & o @




. SPECIAL KNOWLEDGE, SKILLS, ABILITIES:
‘e Basic knowledge of essential safety equipment and protective devices.
Knowledge of rules, regulations, and guidelines for safe operation of construction and lift equipment.

L ]
[T Sound working knowledge of safe rigging and operational limitations of construction and lift equipment.
' e Must be capable of properly operating field communications equipment and speaking clearly in English

when operating such equipment.

e Must be able to apply aquatic chemicals safely, in compliance with all rules, regulations, and laws.

e Proficiency in construction and repair of concrete and asphalt pavements, masonry repairs.

e Ability to read and interpret blueprints and specifications.

e Must be knowledgeable of alternative methods of field communications with Control Tower

LICENSES REQUIRED:

o Valid Florida Commercial Driver’s License, Class “A” with tanker endorsement
* Air brakes designation

CERTIFICATIONS:
e None

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

s Exercise sound independent judgment to operate construction and lift equipment safely and within the
( operational limitations of the equipment.
o Determine what equipment is appropriate for the assigned task and how it is to be used on a job.
» Exercise good judgment to administer safe application of agricultural/aquatic chemicals.
o Determine when a task has been completed properly, and which task among those assigned by the
Supervisor, will be undertaken next.

APPROVAL SIGNATURES:
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== GREATER ORLANDO AVIATION AUTHORITY
= Job Description -

Fence and Gate Technician

d l"-“"apar’[ment: Maintenance Date: February 16, 2018
Tltle of [mmedlate Superwsor Supervisor, A|rf|eld & Grounds Pay Level: BB

A T

S N R S R i

POSITION SUMMARY Responsible for the preventatlve malntenance program, |nspect|on and repalr on fences
motorized gates (operators), non-motorized gates, revenue control gates, and other items associated with the secured
perimeter fence line barriers at Orlando International Airport {O!A) and Orlando Executive Airport (OEA). Work may include
replacement, relocation, and welding. Perferms small construction, equipment modification and repair projects as assigned.

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

« Maintains complete and up-to-date records of all repairs made and preventative maintenance performed. Record
all preventative maintenance and repair activities in the work order system

o Salvage and store any used fencing, gates, and components that are in usable condition to be utilized at some time
in the future when feasible

o Assistin interpreting, planning, and implementing the Preventative Maintenance Program pertaining to the

motorized gates

Straighten and weld gates as needed

Adjust or replace electrical or mechanical components on gates as required

Replace unserviceable gate rollers and maintain (grease) non-sealed gate rollers

Adjust chain tension and clutches as needed

Lubricate limit switches, main shafts, secondary shafts, and idler sprockets

Inspect, tighten, and/or adjust all fasteners and hardware so they are properly secured

Perform welding activities, both arc and heliarc when required

May perform small construction and repair projects pertaining to the mamtenance and upkeep of airport(s) grounds

and terminals

« Responsible for the periodic access and repair of perimeter fencing, including barbwire fencing, located within
certain mitigation areas as required.

¢ Perform other duties as assigned,

“ MINIMUM QUALIFICATIONS:

High school graduate or equivalency diploma and five (5) years experience in security gate and fence preventative
maintenance and repair, fabrication of chain link and security fence or an equivalent combination of education, training and
experience. Hands on experience in MIG (light tubing) arc and heliarc welding, stick (steel) welding, TIG (aluminum)
welding. Experience in airport security gate and fence preventative maintenance, small construction project maintenance
and repair experience preferred.

Basic knowledge of essential safety equipment and protective devices.

Knowledge of rules, regulations and guidelines for safe operation of equipment used.

Capable of properly operating field communications equipment, including global positioning system.

Knowledge of Class "E" Federal Aviation Administration (FAA) mandated security fencing requirements and FAA
Regulations Part 139 and Part 107 desired.

o Knowledge of equipment used in security gate and fence repairs and preventative maintenance programs, to
include gate deduction for cantilever and double drive gates.




"™ e Possess the specialized knowiedge and ability required to perform the various maintenance and repair tasks
associated with motorized and non-motorized gates and fences.
o Ability to read and interpret blueprints and specifications.

» Valid Florida Driver License
¢ Certifications in Practical Applications in Gas Tungsten Arc Welding and Gas Metal Arc Welding (MIG & TIG) or
equivalent training/certification is desired at time of hire, must be obtained within six (6) months of hire.

o 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 seif or others.
e Determine proper tools and equipment to be used for the assigned task and how they are to be used on a job.

e Determine actions to be taken to maintain or restore fencing and gates.
o Determine when a task has been completed properly, and which 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 fime with or without notice.

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

APPROVAL SIGNATURES:
.r{‘:;q, 7 / . - “ 2 i P ;’ [/ j e . P » .
S P e 20808 AU 5y
‘Departifient Manager Date /ﬁe?él‘mﬁ?fﬂssistant Director ! Date

I J®- )5 ¢ __%‘O»ok 3-2-18

Date @irectoj, HR & Risk Mgmt Date

FLSA: Non-Exempt Shift Premium: Yes (if assigned)
.EEQ Category: Skilled Craft Worker Rotating Shift: N/A
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=—= GREATER ORLANDO AVIATION AUTHORITY

== Physical Requirements and Working Conditions
_
(\ Fence and Gate Technician

Date: February 16, 2018

Department:  Maintenance

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

Constant More than 80% (61/2 hours or more per 8 hour ay p ;can't b done anv
Very Frequent: 51-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but may be performed in some other way
Frequent: 21-50% (2 1/2-4 hours per 8 hour day) 1 - Not Critical; may be reassigned or not performed at all
Occasional: 6-20% (1-2 hours per 8 hour day)
Rare: 0-5% (Less than 1 h r 8 hour da
Standing X 3
Walking X 3
Sitting X 3
Lifting: 0-201bs X 3
20-501bs X 3
51+ Ibs 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 1
Speaking & Hearing X 3
Detailed Inspection/Reading/Editing X 3
- | Writing X 1
( Other

Excessive Noise

Extreme Weather X 3
Noxious Fumes X 2
Chemicals X 2
Insects X 3
Heights, Confined Areas X 3

X 2

GOAA/Personal Vehicle X 3
General Office Equipment (Computer, Copier, Fax, etc.) X 3
Welding/Fence Equipment X 3
Communications Radio X 3

K-ﬁ K rd
A',/J.V///f/ 1 57//7//5/ 2» %K E/EU///F’
epartiient Manager Date par.t»rﬁentVDirec%r 7 Date
(;Fm) OV, alaslie
’ \JHuman Resources - Compensation Date






















JOB DESCRIPTION
Jab Title: Fire Chief Date: November 185, 2017
Department: ARFF Grade/Level: Exempt; FM2

Title of Immediate Supervisor: Senior Director, Airport Operations

POSITION SUMMARY: Direct the GOAA Aircraft Rescue and Firefighting Department (ARFF), which
performs 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.

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

s Provide effective leadership and management in the operation of a professional, cost effective fire
department; 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.

Conduct ARFF staff meetings to ensure proper coordination and meeting of department needs. Attend other
meetings as directed.

® Perform other related duties as required.

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Fire Science, Public/Business Administration or related field and ten (10) years of fire/EMS
experience with a minimum of five (5) years of managerial or administrator experience, or an equivalent
combination of education, training and experience. Florida Fire Officer II Certificate or higher required. ARFF
management experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

¢ Knowledge of ARFF and structural fire suppression, fire prevention, public education and emergency
medical services

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

Knowledge of emergency preparedness procedures and emergency management

Skill in negotiating and resolving procedural conflicts/issues

Ability to effectively prepare and administer the departmental budget

Skill in public speaking




SPECIAL KNOWLEDGE, SKILLS, ABILITIES (continued):

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

State of Florida Firefighting Certificate of Compliance prescribed by Florida State Statute 633
16-hour Emergency Vehicle Operators Course (EVOC)

Florida Fire Officer II or higher certification

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

State of Florida EMT or Paramedic

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

¢ Directly oversees approximately two (2) department personnel
o Indirectly oversees approximately seventy five (75) department personnel

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

might exercise independent judgement and make decisions.)

e 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

¢ Authority and responsibility to make decisions in the best interest of GOAA in emergency situations
Mitigate emergencies, assuming Incident Command as necessary

APPROVAL SIGNATURES:
= T LA ot 7
Immediate Supervisor Date
G/LA“
ief Operating Officer Date

X en ~ PE\S\(:J\ | \9\“”~k)"‘l‘

j&n{r DirectTr, Humar Resources & Risk Management Date

e ————————— e




€ X (*012 “sead Jo3{UNq) Fdd SUMEIA) PUB SUTHUO(Q
€ X Funum
€ X Sunipg/3urpeayj/uonoadsu] papEdq
< X Surresy] 7 Supeadg
£ X (resep 01 :cﬁnoﬁ& dD/BudAL
(4 X (STHY “sXress “sI9ppey) SuIquIrf)
7 X SUI[MBID) “Bur[aary]
(4 X pea[] 19A0 JULYIEIY |
z X FUIF3 (T Jo/pue ‘BuIfn ‘Sumgsng
[4 X A Surdomg/supuag
¢ X SAAS D
z X SqLOs-17 'd
z X SQUOT-0 'V Sugr]
z X Sumis
£ X SUTEM
[4 X Furpue)g
uerrodmy ey [RUOISEIN) Jjaanbaay juanbauyg £10A JUEISUO)) 11001 [edsAqg
(Arp Moy g Jod Moy | ULy SS¥) %60 - arey
(Aep 1oy g Jod smoy 7-1) %407-9 - [euoI1SE22Q
[Te 12 pauLioytad j0u 10 poufissea: aq AeUI {[ROTILE]) JON - | (Aep moy g xod smoy y-7/1 7) %0512 - Juanbaxg
Aem 1010 awos U1 pauniojiad oq Aewr ng ‘juenodurf - 7 {(Aep moy g Jod smoy 9-7/1 ¥) %408-15 - Juanbary AIoA
Aem Io130 Aue ouop aq 3,ued ‘qof Jo ed [eani) - ¢ {Aep moy g 1ad a10UI 10 SINOY Z/T 9) 94,08 UEY) IO - ilini i lg]
S>ueHod]
"SUOLIPUOD SUBom a1y 2qUIasap 0s]y "qof mok Suturiopiad U1 paajoAur a1e SAIALE [eluaw [edisAyd Jo pury jeysm aou sseajd ‘moyaq saoeds ot uj
iy  uondsg CEL: A4 JuaurLreda(y

suonipuo)) SUIOA\ pue sjuswaanbay] [eo1sAyg
yjuawddng vondrvsa qor

L10Z ‘ST I9QUIBAON e

JWDeng  SPLL UOBISOd



aeq , uonesuaduo) — §201n0say uewny

uﬁ._\;nm;ﬁ__ SACON TS, )

e, IO m:.nm.smo. JORD e I : Josiatedng sjerpaunmy
/4 LB [\M\N \
:sjuaumuo)) Josiaiadng

£ Y . ("299 “xey “121doo “remdiuos) juswdmbs 220jj0 [RIoURn

£ X SAPIYIA VVOD

&dAT, yuowdmby 10 sapripA
aueptoduwy arey [BUOISEII( juanbaay 1manbaayy L19A jueIsuUO) dunesad g/8mionuopy

I3 X SIONEN)S SNopIeze — D0

z X ASTON AISSAOXF

z X Seary PauLfuoy) SIySH

Fé X 510281]

T X . S[es[uIal)

[ X ST, mso_xoz

£ X JoUIEa A SWANXT

aduerrodmy ey {euocIseR anbaxg juanbaig Axap JUE)ISUO)) . suonIpuo)) SUBI0A\

{(Aep morj g Jad moy | ey ssaT) 945-0 - arey
(Aep moy g 12d sinoy g-1).240Z-9 - [BUOISEIO()
11e 1e pauLiogiad Jou 10 PausIsseas aq ABUI S[BOLIID) 10N - | (Lep moy g 1od smoy $-7/T 7) %0817 - juanbary
Aem 10y10 2wos m paunoyied 3q Aew ng uenoduwy - 7 (Aep moy g 1od sInoy 9-z/1 +) %%08-1¢ - juonbarf Ao A
Aem 19130 AUR 500D 84 3,UBS QO JO ﬁmn e - ¢ (Aep oy g 1ad sJow 10 SINOY Z/T §) 9408 UPY) IO - JUR)SUOY)

BRI AR T[0T

AdmanbaIg

"SUOHIPUOD FUTHIOM 3T} 2GLIDSIP OS[Y *qof oA Junniograd Ul paAjoAL o1B saniAnoe [equst/eaysAyd Jo pury jeym o10u esea[d ‘mofaq saoeds oy U]



JOB DESCRIPTION

Job Title: Firefighter | Date: March 6, 2017
Department: ARFF Grade/Level: Non-exempt; FC2

Title of Immediete Supervisor: Lieutenant

POSITION SUMMARY: Responsible for the initiation of fire attack and extinguishment, the control of
fire alarm scenes, patient care in emergency/irauma situations and for mitigating other hazardous
situations and/or events. Performs EMS skills based on certification level.

RESPONSIBILITIES:

The listed duties are only illustrative and are noi mrended 1o describe every function which may be
performed by this fob class. The omission of specific statements does not preclude management ffom
assigning specific duties not listed if such duties are a logical assignment to the position.

Performs firefighting and/or emergency medical functions in hostile environments ag necegsary
Responsible for safe operation of fire department vehicles, including emergency response
Responsible for maintaining safe, clean gear and equipment

Responsible for daily station maintenance and other firefighting duties

Maintains firefighting and EMS skills by participation in training exercises

Conducts fire safety inspections of buildings and fuel stations/apparatus

Participates in fire safety, fire extinguisher, and customer setvice programs

Maintains a clean and safe work environment

May work out of classification as Engineer, assuming the responmb111t1es of that position
Performs other duties as assigned :

EDUCATION/EXPERIENCE REQUIREMENTS:

» High school graduate or GED,
* Aircrafl Rescue Firefighting experience preferred.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

» Must be @ non-user of tobacco products for at least one year immediately preceding application for
all Firefighter applicants. '

Knowledge of firefighting agents and the various devices used to apply them

Knowledge of fire department apparatus and equipment operation

Knowledge of airfield and ability to perform airfield operations

Knowledge of aircraft frequenting MCO and ability to ingress/egress

-8kill in using standard fire suppression techniques

Demonstrated knowledge of auxiliary extinguishment aids including sprinklers, standpipes etc.




SPECIAL KNOWLEDGE, SKILLS, ABILITIES (continued);

Demonstrated knowledge of streets, hydrants and buildings on the airport and adjacent areas
Familiarity with Orange County EMS Protocols

Skilled vse of manual and powered hand tools

Ability to communicate using multiple radios simultaneously

Ability to maintain good physical conditioning

LICENSES REQUIRED:

»  State of Florida EMT or Paramedic License

o Must possess a valid Florida driver’s license for the operation of emergency vehicles
CERTIFICATIONS:

» State of Florida Firefighting Certificate of Compliance as prescribed by Florida State Stafute 633
¢ 16-hour Emergency Vehicle Operators Course (EVOC) with certificate

¢ NIMS 100/200/700 preferred
SUPERVISORY RESPONSIBILITIES: {Indicate mumber supervised)

= None
LATITUDE AND/OR INDEPENDENT JUDGMENT: (Fnclude examples of situations where this

position might exercise independent judgment and make decisions.)

» Hag the latitude to complete a given task to the best of their ability
¢ Make personal safety decisions, inform personnel, and take appropriate actions

APPROVAL SIGNATURES:
//mwm 2. 3’// 2/17
Date’
O8 /24,107
Date
4-1Y-7

S@jﬁ’r Dir?ctor, 6um?1n Resources & Risk Management Date
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JOB DESCRIPTION

Job Title: Engineer Date: October 30, 2017
Department: ARFF Grade/Level: Non-exempt; FC3

Title of Immediate Supervisor: Lieutcnant

POSITION SUMMARY: Responsible for the safe driving and maintenance of all ARFF emergency
vehicles and apparatus. Serves as part of an emergency crew in the suppression and extinguishment of
fires and the mitigation of emergency or hazardous incidents or events. Performs EMS skills based on
certification level.

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

¢ Perform firefighting and/or emergency medical functions in hostile environments as necessary
¢ Operate and completely understand the capabilities of all classes of ARFF vehicles

» Responsible for safe operation of fire department vehicles, including emergency response

» Maintain gear and equipment in a clean, serviceable condition

¢ Complete daily station duties and vehicle/equipment inspection

o Perform responsibilities of a firefighter

» May work out of classification as Licutenant, assuming the responsibilities of that position

o Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

* A minimum of three (3) years experience as an Aviation Authority ARFF Firefighter, including one (1)
yeéar on probation

* A minimum of an eighty (80) hour Pump Operator course from an accredited educational institution, or
hold a State of Florida certification as a Fire Apparatus Driver/Operator

¢ Must qualify as a relief driver on all apparatus in compliance with ARFF Standard Operating
Guideline 900.11 Relief Driver Program

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

» Demonstrated knowledge of the pumping capabilities of each type of fire vehicle
e Skill in fire suppression techniques using auxiliary extinguishment aids, including
sprinklers, standpipes, etc.
¢ Knowledge of State of Florida driving laws regarding heavy vehicles
¢ Knowledge of GOAA policies and ARFF procedures on vehicle operations
o Skill and ability to effectively operate emergency vehicles to, from, and on emergency scenes
¢ Ability to train Firefighters on apparatus and equipment
¢ Knowledge/skills/abilities of Firefighter position
e Must complete Relief Officer program for Lieutenant within one year of promotion to Engineer




LICENSES/CERTIFICATIONS REQUIRED:

» State of Florida EMT or Paramedic License

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

¢ State of Florida Firefighting Certificate of Compliance as prescribed by Florida State Statute 633
¢ 16-hour Emergency Vehicle Operators Course (EVOC) with certificate

e NIMS 100/200/300/700

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
s None

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

¢  Work under the direct supervision of the Lieutenant and has the latitude to direct his/her
subordinates during work tasks

¢  Make decision on appropriate agent and method for extinguishment of all types of fires
Make personal safety decisions, inform personnel, and take appropriate actions

Wl 47

Date

[ f /Iz
Date

Flr ‘Chief
%% oo 7

Senior Director, Airport Operations Date

qpasw\ - 17
@Du&: tor, Hu@an Resources & Risk Management Date
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JOB DESCRIPTION
Job Title: Heavy Equipment Operator Date: October 26, 2016
Department: Maintenance Grade/Level: Non-Exempt; B8

Title of Immediate Supervisor: Supervisor, Airfield & Grounds

POSITION SUMMARY: Operates pavement maintenance, industrial lift, and construction equipment,
including specialized heavy equipment, performs pavement and masonry repairs, and maintains drainage
systems.

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

e Operates specialized heavy construction and lift equipment. Operates sweepers and scrubbers to
remove foreign object debris, and grease from paved aircraft operating areas. Performs concrete and
asphalt repairs. Transports equipment to job sites as required.

o Operates equipment required to apply chemicals in lakes, drainage ditches, and canals to control
aquatic plant growth. Inspects and maintains drainage systems to ensure free flow of water through
the system. Monitors water levels at drainage structures, adjusts water control structures to maintain
authorized levels. Maintains and repairs water control structures. Operates equipment to assist other
maintenance trades. Assists Equipment Operator/Trades in performing small masonry and ceramic
tile repairs. _

« Responsible for maintaining contact with the Control Tower, whether by radio or alternative
methods, to ensure safety of maintenance operations on the AOA. Responsible for staying current on
all GOAA emergency response procedures and ensuring proper response as required; responds to all
aircraft related alerts.

e May be subject to call back due to operational needs and/or emergency situations.

¢ Performs daily equipment inspections and operational tests to ensure equipment is capable of
responding in an emergency. Performs regular cleaning and prescribed operator maintenance tasks
on equipment. _

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

e Trains other Equipment Operators in the use of specialized heavy construction and lift equipment.
Must be able to operate all construction and maintenance equipment utilized by the department.

¢ Performs other duties as assigned.

EDUCATION / EXPERIENCE REQUIREMENTS:

High school graduate or equivalency diploma and five (5) years experience operating specialized heavy
construction and lift equipment full time, or an equivalent combination of education, training, and
experience.

EQUIPMENT OPERATED:
s Low boy trailer (50 ton or less), trac hoe, crane, bulldozer, motograder, Gradall, airboat
¢ All other equipment operated by the Equipment Operator/Trades




SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Basic knowledge of essential safety equipment and protective devices.

¢ Extensive knowledge of specific rules, regulations, and guidelines regarding the safe operation of heavy
construction and lift equipment.

e Thorough working knowledge of safe rlggmg and operational limitations of construction and lift

equipment.

Ability to interpret grade stakes and cut grade accordingly.

Ability to read and interpret blueprints and specifications.

Must be capable of properly operating field communications equipment.

Must be able to apply aquatic chemicals safety, in compliance with all rules, regulations, and laws.

Proficiency in construction and repair of concrete and asphalt pavements, masonry repairs.

Must be knowledgeable of alternate methods of field communications with Control Tower.

LICENSES REQUIRED:
e Valid Florida Commercial Driver’s License, Class “A” with tanker endorsement.

¢ Air brakes designation

CERTIFICATIONS: _
e Successful completion of GOAA’s Heavy Equipment Certification Program for the Trac Hoe,
Crane, Gradall, Airboat and other equipment used by the Heavy Equipment Operators.

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)
e None

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

e Constant exercise of sound independent judgment to ensure heavy construction and lift equipment is
being operated safely and within the operational limitations of the equipment.

e Determines what equipment is appropriate for the assigned task and how it is to be used on a job.

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

¢ Exercises good judgment to ensure safe application of agricultural/aquatic chemicals.
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JOB DESCRIPTION

Job Title: Interior Contracts Coordinator Date: September 27, 2017

Department: Maintenance Department Grade/Level: Non-Exempt; 1.20

Rotating Shifts: No
Shift Premium: No

Title of Immediate Supervisor: Manager, Interiors

POSITION SUMMARY: Assist the Manager in planning, organizing, and supervising interior
terminal refurbishment projects for existing facilities from inception through completion. Review
proposed interior finishes projects to maintain compliance with all applicable standards and codes.
Oversee the administration of Interiors contracts and assist with contract development.

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

Monitor and evaluate contractor performance to maintain compliance with all applicable standards,
specifications, and contract requirements. Complete on-site inspections and conducts contractor
evaluations. Provide technical assistance in developing scope, specifications, bidding and
awarding of assigned contracts, which may include those in the following areas:

a. Floor finishes and coverings
Wall finishes and coverings
Window shading and hardware
Ceiling systems and treatments
Furniture selection, upholstery and layout
Other areas as determined by appropriate authority.
Read and interpret architectural drawings and specifications for interior finishes.
Attend meetings such as Pre-bid, Concessions Procurement Committee (CPC), Bid-Openings, and
Pre-Performance for all new and existing Interiors contracts; respond to questions and provide
guidance as needed.
Assist in the development, monitoring and tracking of the Interiors Operations and Maintenance
budgetary requirements.
Review and verify contractor pay requests for accuracy and compliance with contract terms.
Serve as the Authority’s Authorized Representative (AAR) for the performance of specified

he e o

~ contracts and acts as liaison with other GOAA departments and regulatory agencies as required.

Maintain and track GOAA Carpet Inventory, updating the carpet database from delivery to
mstallation of each carpet roll.

Responsible for the administration and oversight of the Authority’s Holiday Decorations Program.
Remain current on all GOAA emergency response procedures and the applicability to the Interiors
Division,

Establish and maintain records and reports appropriate to area of responsibility. Perform
administrative duties and act as the Manager, Interiors designee as required.

Perform other duties, as assigned.




EDUCATION/EXPERIENCE REQUIREMENTS:

Associate degree or technical training in related field and five (5) years experience in a large scale
operation/maintenance organization performing similar work, or an equivalent combination of
education, training and experience. Interior design experience desirable.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

e Knowledge of current interior design techniques and processes; interior products, building
materials and finishes.

e Ability to read and understand construction project documents and drawings

o Computer skills — word/database management (Excel, Word, Outlook, ArcView, CADD,
Publisher)

¢ Office equipment; use of two-way radio

e Effective oral and written communication skills

LICENSES/CERTIFICATIONS REQUIRED:
+ Valid Florida Driver License

SUPERVISORY RESPONSIBILITIES:
¢ None

LATITUDE AND/OR INDEPENDENT JUDGMENT:

s Work independently under moderate supervision, exercising considerable judgment and discretion.
s Coordinate operations and activities of Interiors related projects

e Provide recommendations to resolve problems :

e Evaluate performance and compliance with project and program objectives

APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Irrigation Technician III Date: June 13, 2017
Department: Maintenance Grade/Level: Non-Exempt; B6
Rotating Shift: No

Shift Differential: Yes (if applicable)

Title of Immediate Supervisor: Supervisor, Plumbing

POSITION SUMMARY: Maintains and repairs ornamental fountains and other irrigation systems;
monitors irrigation needs in landscaped areas; adjust irrigation systems to meet requirements;

recommends irrigation systems changes and / or modifications; reviews proposed irrigation installation
plans and provides input to final plans.

RESPONSIBILITIES:

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

Reviews construction drawings and specifications for proposed irrigation systems, their
installation and /or modification recommending changes to ensure compliance with GOAA
standards.

Documents changes and medifications to GOAA irrigation systems.

Menitors performance of computerized irrigation systems and reports problems to the
appropriate Contract Compliance Coordinator for repair.

Repairs and maintains components of irrigation computer controller systems.

Makes repairs to components of irrigation systems.

Maintains the drainage system of GOAA landscape planters.

Responsible for staying current on GOAA irrigation valves for emergency response.
Performs emergency work on irrigation systems to include locating and shutting off irrigation
system valves.

Responsible for the operations and chemical stability of GOAA fountains;

treats fountains chemically, removing algae residue, making adjustments and

necessary repairs as appropriate.

Adjusts irrigation systems sprinkler heads for efficient coverage.

Responsible for staying current on GOAA emergency response procedures and ensurmg
proper response, when required.

Completes maintenance work orders as assigned, recording time, materials,

and equipment information correctly and promptly to ensure accurate

maintenance and repair records are properly maintained.

Performs other duties as assigned.




EDUCATION / EXPERIENCE REQUIREMENTS:

.. High school graduate or equivalent, and five (5) years experience in large i irrigation systems installation
(— and repair with two (2) years experience in maintenance and repair of ornamental water fountains; or an
equivalent combination of education, training, and experience.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Ability to read and interpret construction blueprints and specifications,
Sound working knowledge of computerized irrigation systems, basic knowledge of
electronic and mechanical irrigation systems.

¢ Must be able to apply algaecides and other chemicals safely, in compliance with all rules,
regulations, and laws.

* ‘Basic knowledge of essential safety equipment and protective devices.
¢ Must be capable of properly operating field communications equipment,

LICENSES REQUIRED:
'® Valid Florida Driver’s License
CERTIFICATIONS:
*» None
SUPER—VISORY RESPONSIBILITIES: (Indicate number supervised)
¢ None |

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

¢ Normal day-to-day repan: requu'ements adjustments or modifications to the overall
system
* Exercises good judgment to ensure safe application of chemicals :
* Determines when a task has been properly completed and which task will be undertaken next

APPROVAL/SIGNAT S:
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= Job Description

IT Contracts Manager
Department: Information Technology Date; June 1, 2018
Title of Inmediate Supervisor: Assistant Director, Information Technology Pay Level: L31

|
POSITION SUMMARY: Oversee the Information Technology contracts for hardware, software, and professional services.
Serve as the primary contact with IT consultants, contractors, and vendors for all contractual issues. Responsible for all
information technology-related professmnal service agreements, addenda and contracts. Responsible for biliing of IT
contracts and services.

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 aftendance at the job are nof routinely listed in job
descriptions, but are also an essential function. Essential duties and responsibilities may include, but are not limited fo, the folfowing:

e Maintain database of IT agreements, frack and report contract status including contract expiration dates, contract
' issues and resolutions, addenda and amendments; process renewals, amendments, Project Initiation Forms, etc. in

a timely manner

¢ Review proposals, work through with appropnate IT Manager to confirm deliverables are correctly identified, then
coordinate: with contractor to finalize agreements

e Oversee and prepare all Information Technology contract documents in accordance with actions approved by the
applicable committee(s) and/or the Authority Board. Coordinate contract terms, rates, and language with
appropriate depariment responsible for timely execution of documents

» Negotiate rates and hours with contractors for contract renewal changes; participate in development of new
agreements g .
Liaison with legal counsel regarding contract disputes as needed

s Maintain current billing rates for contractors, consultants and sub-consultants providing services to the Information
Technology Department; validate position/labor rates submitted for professional services agreements, request for
proposals, and. statements-of-work; resolve payment/invoice issues

» Validate invoice billing and rates for contractor and consultant professional services. Provide reports periodically
“and on-demand for financial status of purchase orders for materials and services

o Coordinate schedule of renewals for hardware and software support agreements with Purchasing. Notify
responsible parties of upcoming renewals

e Produce budget reports and monitor Capital and O&M spend profiles

o Perform other duties as assigned

MINIMUM QUALIFICATIONS:

Bachelor degree in Public Administration, Business, Finance or related field and five (5) years of contract management
experience preferably with a public entity or an airport authority, or an equivalent combination of education, training and
experience. Contract experience in a Purchasing role required. Must be familiar with administrative and contract support
for an information technology function. MBA preferred.

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES:

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

Detail oriented

Strong contract writing and document preparation skills

Demonstrated ability to manage several project schedules simuitaneously.

e




e Proficient with computers including, but not limited to, Microsoft Office Suite databases, Oracle e-Business Suite

Financials, and word processing software.
General knowledge of a variety of IT technology to understand contract Ianguage and requirements

¢ Basic negotiating skills

LICENSES/CERTIFICATIONS REQUIRED:

¢ Valid Florida driver’s license
o Certified Professional Contracts Manager certification desired.

SUPERVISORY RESPONSIBILITIES: (indicate number supervised)

e None

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

Work independently with litle supervision or direction
Extensive latitude in initiative, judgment, and authority
Rely upon experience and judgment to organize and plan, research issues, evaluate data, prepare documents
complete tasks and carry out responsibilities
¢ Confirm compliance with policies, procedures, local, state, and federal statutes
Make decisions in areas of expertise

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

APPROVAL SIGNATURES: |
é%/ A a f\( QUL 6.5.\8

Immediate Supervisor Date |e Information Officer Date
C@V« e Gl
trecto‘ HR & Risk Management Date
FLSA: Exempt 7 Shift Premium: N/A

EEO Category: Professionals Rotating Shift: N/A
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Department: Information Technology

additional requirements as needed.

IT Contracts Manager

Date: June 1, 2018
w

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

Physical Requirements and Working Conditions

Frequency

Importance

Canstant:
Very Frequent:
Frequent:
Occasional:
Rare:

51-80% {4 1/2-6 hours per 8 hour day)
21-50% (2 1/2-4 hours per 8 hour day)
6-20% {1-2 hours per 8 hour day)

0-5% {Less than 1 hour per 8 hour day)

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

3 - Critical part of Job; can't be done any other way
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

Sitting

0-201lbs
20-501Ibs
51+ |lbs

Lifting:

Bending/Stooping

Pushing, Pulling and/or Digging

Reaching over head

Kneeling, Crawling

Climbing (ladders, stairs, hills)

[ | e | | e e | e

Typing/CRT (attention to detail)

Speaking & Hearing

Detailed Inspection/Reading/Editing

Writing

00 00 |00 [0 | | | e [ | e [ |2 [

Other

Working Conditions

Constant

Very Frequent

Frequent

Cccasional

Rare

Importance

Extreme Weather

1

Noxious Fumes

Chemicals

Insects

Heights, Confined Areas

2106 | 2K

[T Y 'Y Y I

Excessive Noise

Other

Equipment/Vehicles

Constant

Very Frequent

Frequent

Occasional

Rare

Importance

GOAA/Personal Vehicle

3

General Office Equipment {Computer, Copiler, Fax, etc.)

X

3

Other

SUPERVISOR COMMENTS:

P

T /Ll

G/5700

Immediate Supervispr

Date
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Human Resou}ces Compensation

Date
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Date




JOB DESCRIPTION

Job Title; IT Endpoint System Administrator Date: October 27, 2017
Department: Information Systems Grade/Level: Exempt; 1L.28

Title of Immediate Supervisor: Manager, Unified Communications

POSITION SUMMARY: Responsible for Endpoint Management to include desktops and mobile devices.
Administer the Client Management System for system deployment, provisioning, and lifecycle management.
Deploy application installs and monthly patches targeting PC’s across the enterprise. Define, create and update
PC build images. Administer the Mobile Device Management System to manage mobile devices, and the .
security of the data on those devices; schedule work so that employees stay productive. Assist in the resolution
of support issues and bring a high level of service satisfaction to end users. Identify, diagnose, resolve and
communicate IT issues for end users.

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

o Utilize Client Management System to build out standardized system deployments, create computer
images, manage software delivery and deploy patches

¢ Utilize Mobile Device Management System for deploying, securing, monitoring, integrating and
managing mobile devices

e Assist with user rollout and new mobile device registrations, configure and test new MDM features,

maintain MDM system with health checks, retire inactive devices, and confirm removal of out of

compliance devices :

Pérform software license audits to confirm software product licensing compliance

Assign users and computers to proper groups in Active Directory

Perform installation, configuration, and support of the Authority’s workstation software

Manage the patch deployment process by compiling and distributing security updates targeting PC’s

across the enterprise, eliminating vulnerabilities and ensuring that clients are in compliance with PCI

Standards

o Define, create and update PC build images

* Monitor and track incidents and trouble calls in ticketing system in support of the problem management
process; recognize high priority tickets and take action within the expected response time

¢ Monitor escalations from the IT Service Center and confirm that client support requests are completed
and closure is achieved

o [Install, configure, maintain, modify, and repair internal computer software and associated systems so
there is minimum workstation downtime and maximum system availability

¢ Provide superior technical support to internal and end users to resolve computer software and hardware
problems ranging in difficulty from moderate to complex

® Provide technical support for mobile devices (iPhone/iPad/Android) on Mobile Device Management
(MDM) System

RESPONSIBILITIES (continued):




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 required

EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor degree in Computer Science and three (3) years experience in computer technical support in a
PC network environment, or an equivalent combination of education, training and experience.
Experience in managing Endpoint Security applications in a PCI infrastructure responsible for
processing credit card transactions. Experience with Application Packaging Virtualization or Streaming.

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of MS Windows and Windows based software

Solid understanding of enterprise Security, systems patching and vulnerabilities

Demonstrated proficiency with Application Packaging to build customized applications
Advanced understanding of IT best practices

Working knowledge of scripting tools and technologies

Working knowledge and understanding of Active Directory

Knowledge of Mobile Device Management (MDM) platforms and experience supporting a MDM
System -

Strong understanding of mobile device operating systems (i.e. Windows, i0S and Android OS)
Quick learner who can quickly understand emerging mobile technologies

Strong collaboration and project management skills to make recommendations for improvements,
implement new MDM product features and convey changes to stakeholder teams

Ability to work independently and as part of a team

Strong accountability and integrity for quality of work performed

Strong verbal and written communication skills

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

Able and willing to work alternate shifts or days as needed

LICENSES/CERTIFICATIONS REQUIRED:

Valid Florida driver’s license

SUPERVISORY RESPONSIBILITIES:

None

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




Independent judgment for technical issues is critical and required routinely on a daily basis.
o High degree of independence, minimal supervision
e  Must be a self-motivated individual who can perform with minimal direction, using sound judgment
and creativity in solving complex technical problems

APPROVAL SIGNATURES:
“Mawgo (3oka. I-14-17
Immedla Sup isor Date
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JOB DESCRIPTION

Job Title: K-9 Handler : Date: September 29, 2017

Department: Security/Canine Grade/Level: Non-Exempt; L21

Rotating Shifts: Yes

Title of Immediate Supervisor: Supervisor, K-9 Handler Shift Premium: No

POSITION SUMMARY: Provide Explosives Detection Canine Team (EDCT) response to the
Orlando International Airport and surrounding communities. Establish and conduct effective
inspections, sweeps and training in accordance with Transportation Security Administration (TSA)
standards. Maintain health and welfare of assigned canine.

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

Conduct regular aviation security EDCT inspections, including the searching for and/or
detection of any explosive threat article. Conduct emergency/routine security sweeps for the
detection or deterrence of explosive threats in the airport environment.

Monitor, determine and conduct appropriate and effective training of assigned canine in
compliance with TSA standards as required

Determine the disposition of explosive threat items during emergency sitnations.

Make recommendations to Incident Commander for bomb threat incidents.

Identify and preserve evidence used to support law enforcement investigations regarding
security threat incidents. May be called to provide testimony during proceedings.

Perform daily health and welfare care of the canine, including home care, and meet grooming
and veterinary requirements to provide peak performance.

Wear specified Personal Protective Equipment (PPE), i.e. body armor, when responding to
designated calls; maintain PPE in good repair and a state of readiness with easy access when
needed. A
Compile data and prepare reports for various activities such as training, daily logs, incident
reports utilizing the TSA required portal.

Maintain familiarity with and abide by all required instructions and procedures to include, but
not limited to: TSA Standard Operating Policies & Procedures, Cooperative Agreement,
GOAA Policies and Procedures, and EDCT Section guidance. Initiate and maintain
associated reports for EDCT and Section.

Handle and transport explosive training aids in compliance with TSA and Occupational
Safety & Health Administration (OSHA) standards.

Interact with various departments and agencies in maintaining Airport Security.

Assist the supervisor, and perform other duties, as assigned.

EDUCATIONAL/EXPERIENCE REQUIREMENTS:

Associate degree in Criminal Justice, Business, Public Administration or related field and five (5)
years experience in security, law enforcement or an airport environment, or an equivalent




combination of training, education and experience. Previous experience handling working dogs

desired.
SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of 49 CFR Part 1542
Knowledge of explosives handling and transportation
Able and willing to provide daily health and welfare care of the canine including transporting
and home care

e Must have the ability to respond to the airport within 45 minutes

e Must be able to work in highly stressful situations and be in good physical condition

e Must be able to wear specified PPE body armor (approximately 6.6 1bs.) when responding to
designated calls :

e Must possess good oral and written communication skills

e Must be willing and able to work rotating shifts, to include nights, evenings, weekends and
holidays

¢ Basic computer skills

LICENSES/CERTIFICATIONS REQUIRED:

e Valid State of Florida driver's license

e Must successfully complete and obtain TSAEDCT certification within nine months of hire,
and annual certifications thereafter

o Requires three year commitment upon successful completion of the TSA EDCT handler
course.

SUPERVISORY RESPONSIBILITIES:
e None

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

¢ Must independently decide best training techniques for optimum EDCT performance
¢ Works independently under moderate supervision, exercising considerable judgment and

discretion
APPROVAL SIGNATURES:
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JOB DESCRIPTION

Job Title: Lieutenant Date: October 30, 2017
Department: ARFF Grade/Level: Non-exempt; FC4

Title of Immediate Supervisor: District Chief

POSITION SUMMARY: Supervise and participate as part of emergency crews in the suppression of fires
and mitigation of emergency or hazardous incidents and events. Perform EMS skills in accordance with
EMS certification level.

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

e Perform and/or direct firefighting and/or emergency medical functions in hostile environments as
necessary
Enforce codes, ordinances, rules, regulations and procedures
Respond to and control emergency scenes
Supervise the combat readiness of all personnel and equipment
Counsel personnel and serve as liaison for personnel under their supervision
- Complete daily activity reports, records and projects
Conduct annual performance reviews on assigned shift Firefighters and Engineers
May work out of classification as District Chief, assuming the responsibilities of that position and
serving as Incident Commander
e Perform Engineer and Firefighter responsibilities
o Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS:

¢ A minimum of three (3) years experience as an Aviation Authority ARFF Engineer, including one (1)
year on probation
e Certified as Florida Fire Officer I

SPECIAL KNOWLEDGE, SKILLS, ABILITIES:

Skill in directing mitigation tactics on all types of emergency scenes

Demonstrated leadership and/or supervisory skills

Ability to communicate as Incident Commander using multiple radios 51multaneously
Ability to communicate effectively, both orally and in writing

Ability to perform data processing skills and utilize various computer programs

Knowledge of NIMS and ability to implement during emergency situations
Knowledge/skills/abilities of Engineer and Firefighter

* Must complete the Relief Officer program for District Chief within one year of promotion to
Lieutenant




LICENSES/CERTIFICATIONS REQUIRED:

State of Florida EMT or Paramedic License

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

State of Florida Firefighting Certificate of Compliance as prescribed by Florida State Statute 633
16 hour Emergency Vehicle Operators Course (EVOC) with certificate

NIMS 100/200/300/400/700

SUPERVISORY RESPONSIBILITIES: (Indicate number supervised)

* Supervise assigned Engineers and Firefighters (approx.16 per shift)
+ Indirect supervision of staff assigned under their group or division during emergency operations

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

¢ Has latitude to make independent decisions, based upon his/her training and experience during
emergency situations. Works with minimum amount of supervision during non-emergency work
periods, providing direction to Engineers and Firefighters.

* Ensure personnel operate effectively, efficiently, and safely in all environments

e Make personal safety decisions, inform personnel, and take appropriate actions

APPROVAL SIGNATURES:
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