














































































































































































































































































JOB DESCRIPTION 

Job Title: Assistant Manager, Concessions 

Department: Concessions 

Title oflmmediate Supervisor: Manager, Concessions 

Date: March31,2014 

Grade/Level: Exempt; L26 

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 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. 

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

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

• 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.

• 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.

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

• 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.

• 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.

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

• 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.

• Coordinate tenant participation in the Design Review Committee ("DRC") 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.

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





























        Job Description 
     

Assistant Manager, Customer Experience 

Department: Customer Experience        Date: July 19, 2023 

Title of Immediate Supervisor:  Manager, Customer Experience  Pay Level: L26 

 
POSITION SUMMARY: Analyze and coordinate resolution of customer service issues throughout the airport.  Identify and 
establish working relationships with representatives from all airport entities to facilitate complaint resolution while 
maintaining a high degree of customer service. Provide travelers with requested information.  Assist with special activities 
and projects, such as travel assistance for special needs individuals.  
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

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

• Receive customer satisfaction issues from a variety of sources including but not limited to:  Guest Relations email, 
Customer Service telephone line, Social Media, feedback forms (Website), comment forms (Information kiosks), 
receptionist, airport employees, etc.  

• Communicate with customer to verify understanding of the concern.  
• Coordinate resolution of customer complaints and issues in a timely manner.  Analyze situations to determine the 

best course of action to resolve.  Contact appropriate entities for resolution of the concern, and notify customer of 
actions taken and contact information for responsible entities.   

• Assist travelers by answering questions, providing them with information, referring them to appropriate entities for 
assistance, etc.  When requested, assist special needs travelers by providing information and making appropriate 
contacts with other entities who can provide assistance.  

• Serve as customer service lead for data management software and reporting systems; coordinate with other 
department users and monitor to confirm systems are being utilized effectively for optimal results. 

• Manage the airport’s customer relations programs such as MCO Paw Pilots, Sunflower Lanyard program, Family 
Assistance Working group, etc.   

• Follow up as needed to confirm Risk Management and potential legal issues have been documented and 
processed appropriately.  

• Establish and maintain excellent lines of communication and cooperation with representatives of entities throughout 
the airport.  

• Maintain accurate records of issues and actions taken, assistance provided, etc.  

• Participate with various Aviation Authority sanctioned teams and initiatives, and serve as an active member of the 
Customer Advisory Council. 

• Assist with special projects and other customer service/training related assignments.  

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Communications, Management or Customer Relations and five (5) years experience in customer service 
and complaint resolution for a large, diverse entity, or an equivalent combination of education, training and experience. 
Broad knowledge of airport operations at Orlando International Airport strongly preferred.  Experience with automated 
call/email recordkeeping systems preferred. 
 
 
 

• Demonstrated ability to analyze and interpret customer service issues, problem solve, and reach satisfactory 
resolution  

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Strong conflict resolution abilities; able to remain calm in confrontational and/or stressful situations 

• Experience/knowledge of general airport operations and Aviation Authority’s airport wide customer service 
initiatives 

• Excellent oral and written communication skills 

• Exceptional interpersonal skills 

• Attention to detail, timeliness, and follow-through skills required;  

• Ability to work independently, make decisions, and resolve problems 

• Demonstrated ability to represent the Authority in a professional and courteous manner 

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

• Able to speak, read and write in English; bi-lingual skills a plus  

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

 
 

• Valid Florida driver’s license  
 
 
 

• None 
 
 
 

• Work independently with limited supervision and general direction – exercising a considerable level of independent  
judgment and discretion 

• High level problem-solving skills 

• Work on issues that may affect customer service, relationships with other entities, employees and/or the public 

• Evaluate situations, analyze options, and initiate or recommend appropriate actions 
 

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

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

EEO Category: Professionals Rotating Shift:   N/A  

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions  
 

Assistant Manager, Customer Relations 

Department: Customer Experience         Date:  August 5, 2020 

 

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

additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  2 

Walking    X  3 

Sitting  X    3 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing  X    3 

Writing   X    3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle     X 2 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

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



        Job Description 
     

Assistant Manager, Customer Service  

Department: Customer Experience       Date: July 19, 2023 

Title of Immediate Supervisor: Assistant Vice President, Customer Experience  Pay Level: L26 

 
POSITION SUMMARY:  Responsible for the effective and efficient operation of the customer service reception desk, paging 
and information centers located throughout the Orlando International Airport.  Schedule, assign and monitor daily work 
assignments of GOAA staff.  Provide staff orientation and wayfinding, TSA Divesting and Continuity of Operation Plan 
(COOP).  Resolve non-routine issues.  Assist manager with administrative functions; compile statistical data for comment 
card report.    
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

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

• Plan, oversee and supervise the day-to-day operation of assigned areas; develop, implement and coordinate 
staffing and procedures for GOAA employees that result in excellent customer service.   

• Confer with the Transportation Security Administration (TSA) supervisors to provide safe and efficient flow of 
passengers through the TSA lines. 

• Manage emergency response and crisis management to address customer needs; coordinate staff during 
emergency situations and COOP. Act as Alternate Resource Recovery Coordinator for Business Continuity Plan.    

• Manage resolution of non-routine customer service issues. 

• Coordinate with outside agencies such as Visit Orlando, FAA etc., in planning conferences and special events.  

• Work with Visit Orlando and other organizations to coordinate meet and greet for conventions and special events. 

• Coordinate with airport operations, communication center, airline representatives, TSA, ground transportation, etc. 
to resolve issues that may have an impact on customers.    

• Assign work; monitor hours of work and authorize time sheets; oversee quality, quantity and timeliness of work 
performed; maintain compliance with established policy, procedure and standards.   Prepare and conduct 
performance reviews. Participate in interviewing and selection of employees.  Initiate disciplinary action as needed.  
Provide for the safety and security of the work area. Manage work schedules, collateral materials, tracking of 
uniforms, etc. in a timely manner. 

• Plan, provide or assign GOAA staff training and orientation as needed. 

• Compile quarterly statistical data for comment card reports and generate customer comment information reports.  
Assist in the research and respond to comments as appropriate.  

• Assist Manager with administrative functions as assigned. 

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Business Communications, Management, Customer Relations or related field and five (5) years 
experience in customer service management for a large, diverse entity, or an equivalent combination of education, training 
and experience.  Broad knowledge of Orlando International Airport required.  Supervisory experience required. 
 
 
 

• Strong conflict resolution abilities; ability to diffuse and mitigate escalation of issues 

• Demonstrated ability to establish good working relationships with other departments and agencies 

• Excellent verbal and written communication skills  

• Outstanding customer service skills 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Demonstrated leadership and/or supervisory skills  

• Proficient in Microsoft office applications  (Word, Excel, PowerPoint and Outlook) required 

• Second language is a plus 
 

 
 

• Valid Florida driver’s license  
 
 
 

• Direct supervision of approximately fourteen (14) GOAA employees 
 
 
 

• Work very independently with little supervision 

• This is a highly responsible, active and stressful position.  Extremely busy at all information centers, reception desk 
and paging.  Handle many inquiries from the traveling public.  Assist stranded passengers due to inclement 
weather, airline cancellations, etc.     

• High level of public exposure, the quality of professionalism and judgment displayed directly affects the public 
image of the Authority 

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

 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/AVP   Date  Department Vice President    Date 
 
 
      _______ ______________________________________________ 
Chief of Operations     Date  Vice President, Human Resources  Date 
 
 
               
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Professionals Rotating Shift:   N/A  

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions  
 

Assistant Manager, Customer Service 

Department: Customer Experience        Date: July 19, 2023 

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

additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing   X   2 

Walking   X   2 

Sitting   X   2 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing X     3 

Writing     X  3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other     X 1 

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle     X 2 

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

Other       

SUPERVISOR COMMENTS: 

 
 
 
 

 

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































































Job Description 
 

Assistant Manager, K-9 Handlers 

Department:  Security  Date:  September 20, 2023 

Title of Immediate Supervisor:  Manager, Threat Prevention  Pay Level: L24 
  
POSITION SUMMARY:  Coordinate the day-to-day activities of the Explosive Detection Canine Team (EDCT) Section.  
Establish training plans, schedules, and work priorities.  Implement plans to achieve the goals and objectives outlined for 
the Section.  Resolve concerns and elevate issues as needed.  A point of contact with other departments, the 
Transportation Security Administration (TSA) and local law enforcement for EDCT matters. 
 
DUTIES AND RESPONSIBILITIES:  Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the following 

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

• Supervise the daily activities of the EDCT Section’s staff.  Develop schedule, monitor hours of work and authorize 
timesheets, verify that work is performed in compliance with standards, laws, regulatory requirements, etc.  
Investigate concerns and develop solutions.  Prepare and conduct performance appraisals, develop and implement 
training (including TSA Legacy training and canine training), participate in interviews, and recommend disciplinary 
action when necessary. 

• Primary liaison for EDCT issues with OPD, FBI, TSA, ATF, CBP and other related law enforcement agencies. 

• Analyze and conduct effective training of the EDCT, adhering to TSA standards as required. 

• Serve as explosive detection subject matter expert for GOAA and expert resource to the Incident Commander for 
bomb threat incidents. 

• Responsible for the safe handling and transfer of explosive aides; establish and implement applicable policy and 
procedures. 

• Verify that all Utilization mandates are met; review all records to confirm they are accurately entered into the TSA 
required portal in accordance with established timeframes. 

• Assure all K-9 staff wear specified Personal Protective Equipment (PPE), i.e. body armor, when responding to 
designated calls, and that PPE is maintained in good repair and a state of readiness with easy access when needed. 

• Confirm that the TSA Reimbursement Program and SOP are carried out in accordance with the cooperative 
agreement. 

• Identify and preserve evidence used to support law enforcement investigations regarding security threat incidents.  
May be called to provide testimony during proceedings. 

• Assist with budget development and oversight. 

• Keep Manager apprised on all relevant matters of the Section and confirm that section policies and procedures are 
followed. 

• Perform other duties as assigned. 

Associate degree in Criminal Justice, Business or Public Administration or related field and six (6) years’ experience to include 
Explosive Detection Canine Team handling, with additional experience in Security, Law Enforcement or an Airport 
Environment; or an equivalent combination of training, education, and experience.  Supervisory experience preferred. 

• In-depth knowledge of the Transportation Security Administration Regulations, the Airport Security Program  and  
local, state and federal aviation security requirements  

• Knowledge of K9 health requirements and explosives handling procedures 

• Ability to develop operational and training plans 

• Must be able to coordinate section activities, communicate and follow-up plans 

MINIMUM QUALIFICATIONS: 

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 



• Must be able to maintain a forty-five minute response time to the airport 

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

• Must be able to respond in emergency situations and work effectively in potentially stressful and dangerous situations 

• Good oral and written communication skills 

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

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

• Intermediate computer skills; familiarity with Microsoft Office suite 

• Demonstrated leadership, supervisory skills 
 

 

• Valid State of Florida driver’s license  

• Must complete Transportation Security Administration (TSA) EDCT seminars on a regular basis as required. 

 

• Directly supervises a staff of approximately ten (10) K-9 Handlers and canines 

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

discretion 

• High level problem-solving skills 

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

 
APPROVAL SIGNATURES: 
 
 
    
Immediate Supervisor Date Department Assistant Vice President Date 
 
 
    
Department Vice President Date Chief of Operations Date 
 
 
    
Chief Operating Officer Date Vice President, Human Resources Date  
 
  

FLSA:  Non-Exempt Shift Premium:  N/A 

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

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions 
 

Assistant Manager, K-9 Handlers 

Department:  Security Date:  September 20, 2023 

 

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

requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  2 

Walking    X  2 

Sitting  X    2 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing X     3 

Writing  X     3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 2 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle    X  3 

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

2 Way Radio    X  2 

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

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









































































        Job Description 
     

Assistant Vice President, Air Service Development  

Department: Air Service Development & Marketing      Date: August 10, 2023 

Title of Immediate Supervisor: Chief Development Officer      Pay Level: L31 

 
POSITION SUMMARY:  Directs the strategic and tactical efforts to attract airlines to increase flights in domestic and 
international markets at Orlando International Airport (MCO). Develop effective relationships with internal and external 
stakeholders to meet the Greater Orlando Aviation Authority’s (GOAA) goals and objectives, execute short and long-range 
air service development initiatives to build the core business of passenger service. Facilitate the development of business 
opportunities for MCO and its’ airlines to increase MCO originating passenger traffic. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Develop and manage MCO’s annual marketing plans for both Air Service Development (ASD) and Business 
Development including the identification of short and long-term goals. 

• Cultivate and maintain engaged relationships with airline and industry partners, to meet GOAA’s goals and 
objectives and execute marketing initiatives to build core business of passenger service. 

• Research, analyze and identify passenger air service needs to develop the initiatives for market expansion. 

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

• Manage assigned airline portfolios  

• Establish and develop ongoing relationships with airline network route planners for MCO’s ASD to attract airlines to 
increase both domestic and international scheduled and charter passenger flights to MCO.  

• Work with Assistant Vice President, Marketing for air service development research needs to support the retention 
of existing air service and expansion through new air service.  

• Travel to headquarters of assigned airline portfolio and present MCO’s ASD route opportunities at least every 12-18 
months.  

• Lead logistical and analytical elements of major industry trade events as a method to establish relationships and 
attract additional opportunities for MCO’s marketing initiatives.  

• Represent MCO at ASD industry meetings and corporate business travel conferences as assigned.  

• 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.   

• Develop and manage all aspects of the Marketing Department budget. 

• Manage the Air Service Incentive Program annual list of incentivized markets in support of the program 
administration. 

• Manage tour operator relations @ MCO.  

• Manage the administration of the department’s Salesforce CRM system to maximize its’ usage based on 
department needs. 

• Oversee collaboration with team members to create effective MCO’s ASD marketing presentations.  

• Perform other duties as assigned. 
 
 
 
 



 
 
 
 
 
Bachelor’s Degree in business, marketing, aviation management or related; eight (8) years of professional experience in 
aviation marketing, air service development, economic development or airport/airline management, or an equivalent 
combination of education, training and experience. Supervisory experience required. Master degree preferred.  
 
 
 
 
 

• In-depth knowledge of regional businesses community, tourism and economic development industry, and  
aviation/airline industry  

• Ability to manage staff in a dynamic work environment with constantly changing priorities  

• Ability to manage multiple projects within Air Service and Business Development  

• Advanced working knowledge of and experience with software including MS Office and Salesforce (CRM) products 

• Demonstrated leadership and management skills 

• Excellent oral and written communications and presentation skills, bilingual preferred 

• Attention to details  

• Must have excellent analytical problem solving and organizational skills related to the job functions and 
requirements 

• Strong research, analytical, and creative skills 

• Excellent interpersonal skills with the ability to maintain professionalism and diplomacy at all times  

• Willing and able to travel 25% of the time (Domestic/International) 
 

 
 

• Valid Florida driver’s license  

• Valid US Passport  
 
 
 

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

• High degree of  independence with minimal supervision – substantial latitude in initiative, judgement,  and authority 

• Judgement required in identifying opportunities and creating/executing marketing strategies 

• Evaluate, analyze, design and initiate appropriate actions 
 

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

MINIMUM QUALIFICATIONS:   
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/ CDO   Date  Chief Executive Officer    Date 
 
 
         
Vice President, Human Resources  Date    
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials & Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Assistant Vice President, Air Service  

Department: Marketing & Air Service Development       Date: August 10, 2023 

 

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

requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  3 

Walking    X  3 

Sitting  X    3 

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

    X 3 

    X 1 

    X 1 

Bending/Stooping     X 3 

Pushing, Pulling and/or Digging     X 3 

Reaching over head     X 3 

Kneeling, Crawling     X 3 

Climbing (ladders, stairs, hills)     X 3 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing   X   3 

Writing    X   3 

Willing and able to travel up to 25% of the time 
(domestic/international) 

     3 

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle    X  3 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 

 

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



        Job Description 
     

Assistant Vice President, Airline Relations 

Department: Executive Administration       Date: July 6, 2023 

Title of Immediate Supervisor: Chief Development Officer                            Pay Level: L32 
 
POSITION SUMMARY:  Lead the Airline Relations department of the Greater Orlando Aviation Authority (GOAA) with the 
planning and implementation of strategic initiatives related to airline relations and activities as set forth by the Board and 
Chief Executive Officer.  Provide support to airline business processes, systems and agreement negotiations.  Provide 
planning and project management for various activities to include airline facility planning, engineering and/or construction 
projects in support of the Terminal Area Capital Improvement Plan (TAIP), from scope definition and design through 
completion of construction and operations.  Oversee the seamless transition from current facilities to those provided by 
TAIP.  Review for accuracy the design and construction project activity as it related to operational needs, facility readiness 
and transition activities.     
 

DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

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

 Oversee airline relations relative to business, operational, planning, facility management and improvements and 
other efforts on a local and corporate level.  Facilitate discussions with current airlines and provide support to the 
Marketing department on prospective airline entrants to the MCO market. 

 Oversee current, medium and long range planning efforts to support airline growth, airline terminal rebalancing 
initiatives, new entrant allocation and the implementation of industry innovations. 

 Contribute to the negotiations for new airline agreement.  Review agreement language and make recommendations 
on language based on data and procedural analysis to assist in decision making.  Manage the process to update 
procedures or implement changes with relevant departments to include Properties, Operations, Maintenance and 
Finance. 

 Facilitate discussions with staff and consultants to identify and make recommendations to improve or add 
operational processes, procedures, strategies and systems.  

 Support analytical and modeling efforts during planning.  Point of contact with various GOAA Departments and 
consultant to gather, review data and drafts identify processes, validate assumptions and results of the models.  

 Provide organizational guidance and support to operational readiness and transition program staff on various 
terminal related CIP projects.  Serve a primary liaison between the airlines and the various operational readiness 
projects.  Collaborate with departmental representatives and external stakeholders to identify needs, processes and 
procedures in support of operational readiness activities.  Develop procedures and controls to maintain a seamless 
transition from construction to operation.   

 Organize and provide specialized tours, prepare briefings and presentations pertaining to airline relations, business 
and/or operational matters.  

 Manage and support the space planning and allocation process in GIS to maintain consistency with the financial 
and leasing model to include communication of the process.  Review architectural drawings and provide guidance 
to the CADD support team in support of the updates.  Verify GOAA’s spatial information systems are updated to 
reflect the new or renovated facilities, equipment and systems.  

 Participate in technical review of drawings and specifications, job coordination meetings, budgeting, review of 
written proposals, coordinate change orders, and scheduling of activities. 

 Participate in post construction analysis of performance by the contractor, architect or engineer of record and the 
Owner’s Authorized Representative. 

 Provide support to the strategic tasks assigned by the Assistant VP. 

 Perform other duties as assigned. 
 

 



 
 
 
 

Bachelor degree in aviation management or related field and seven (7) years’ experience airport/airline operations 
developing, integrating, implementing, strategic initiatives, or an equivalent combination of related education, training, and 
experience.  Previous facilities, planning airport operations and/or properties experience required.  Experience in an 
architectural or engineering firm, construction or governmental agency with responsibility for compliance and enforcement 
activities is an asset.  
 
 
 

 Understanding of airport & airlines business practices to include operational and facility issues 

 Demonstrated ability to analyze, plan, schedule, organize, prioritize and manage multiple complex projects. 

 Ability to communicate the Authority’s position clearly and accurately, formally and informally to internal and 
external customers 

 Knowledge of construction terminology and practices 

 Proven executive leadership and management skills  

 Basic negotiation skills 

 Strong analytical, quantitative, problem-solving skills and the ability to manage changing priorities 

 Ability to read and interpret contract documents/agreements, plans and technical specifications 

 Familiarity with construction and electronic documents, plans and schematic diagrams desired 

 Ability to present information to large and diverse groups 

 Strong computer skills in Microsoft Office Suite including Word, Excel, Outlook, PowerPoint, etc. 

 Working knowledge of Resources Management Systems 

 Knowledge of CADD, Revit, BIM and/or GIS desirable 

 Strong written and oral communications skills  

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

 Strong executive presence and the demonstrated ability to effectively communicate and engage with senior-level 
executives 
 
 

 
 

 Valid Florida driver’s license  

 AAAE certification desirable 

 Certification in a specialty subject area(s), which may benefit the Authority, is desirable 
 

 
 

 Supervise contract extension of staff and activities of personnel involved in special projects.  
 
 
 

 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    

 Supervise and direct several major projects and project functions  

 Responsible for quality and quantity of work, costs, methods, etc. Evaluate performance of contractors and their 
compliance with policies and regulations 

 Provide counsel for solution of unusual problems 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 

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

might position might exercise independent and make decisions) 

 



 Participate in negotiation of consultant fees and change orders 

 Rely on extensive experience and judgment to manage, plan, and accomplish GOAA’s goals 
 

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

 
 
APPROVAL SIGNATURES: 
 
 
 
                
Immediate Supervisor /CDO                                        Date              Chief Executive Officer                                 Date  
 
 
 
______________________________________________ 
Vice President, Human Resources                    Date 
   
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials and Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Assistant Vice President, Airline Relations 

 Department: Executive Administration       Date: July 6, 2023 

 

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

additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing   X   3 

Walking   X   3 

Sitting   X   3 

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

   X  2 

    X 1 

    X 1 

Bending/Stooping    X  2 

Pushing, Pulling and/or Digging    X  2 

Reaching over head    X  2 

Kneeling, Crawling    X  2 

Climbing (ladders, stairs, hills)    X  2 

Typing/CRT (attention to detail)   X   3 

Speaking & Hearing  X    3 

Detailed Inspection/Reading/Editing X     3 

Writing     X  3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 2 

Noxious Fumes     X 2 

Chemicals     X 2 

Insects     X 2 

Heights, Confined Areas     X 2 

Excessive Noise     X 2 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle   X   3 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

       
Immediate Supervisor/CDO Date Chief Executive Officer  Date  
 

 

     
Human Resources - Compensation  Date  



        Job Description 
     

Assistant Vice President, Construction 

Department: Construction        Date: September 28, 2023 

Title of Immediate Supervisor: Vice President, Construction    Pay Level: L32 

 
POSITION SUMMARY:  Assist the Vice President in the management of the Greater Orlando Aviation Authority’s (GOAA) 
development, design, construction programs and projects from conception through completion.  Provide direction and 
supervision for efficient and cost effective day to day operations. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Assist in the oversight and management of construction programs and/or projects, including facilities, maintenance, 
design, and construction under the jurisdiction of GOAA. 

• Make regular site visits, which include inspecting the work and verifying compliance with products specified, 
contract documents and drawings as well as GOAA’s policies, procedures, and design standards and with all local, 
state, and federal codes, permits, and statutes. 

• Review and authorize professional services invoices and contractor pay applications. 

• Manage the planning, budgeting, and reviewing of project design from conceptual development or bid award 
through project construction close out and final audit. 

• Coordinate design, construction, cost estimating and reporting, environmental requirements, funding, and 
schedules with project sponsors, other governmental agencies, and end users. 

• Provide expert feedback promptly and frequently as needed for management evaluation and decision making. 

• Negotiate scope and fee for professional services, owner authorized representative (OAR) services, and 
construction contract pricing. 

• Manage, supervise, and make decisions concerning personnel, schedules, fees, change orders, risks, claims, and 
contracts.  When issues develop, suggest solution or corrective procedures to prevent similar issues from occurring 
in the future. 

• Review and revise GOAA bid and procurement procedures; verify compliance with GOAA’s policies, procedures, 
legal statutes, and building codes. 

• Conduct tours, give briefings and presentations, manage and supervise meetings. 

• Perform analyses, claim reviews, claim strategy and other operational studies; carry out directives from Chief 
Executive Officer, Senior VP, Capital Programs, and GOAA’s Board. 

• 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.   

• Perform other duties as assigned. 
 
 
 
Bachelor degree in architecture, engineering discipline, building construction, or construction management with eight (8) 
years of related experience managing design and construction of small- and large-scale projects for an architectural firm,  
engineering firm, construction company,  governmental agency, or an airport authority monitoring compliance and 
enforcement activities, or an equivalent combination of related education, training, and experience. 
 
 

MINIMUM QUALIFICATIONS:   
 



 
 
 

• Knowledge of estimating, project and program scheduling, design, architectural, engineering, and construction 
expertise 

• Knowledge of FAA airfield construction standards, horizontal and vertical construction processes, and coordination 
with multiple stakeholders 

• Leadership and supervisory skills to effectively supervise GOAA staff and oversee the work of multiple contracted 
staff 

• Strong computer skills in Microsoft Office programs 

• Proficient oral and written communication skills and be able to communicate effectively with wide variety of people 
with diverse background of all levels and disciplines 

• Demonstrated planning and organizational skills to prioritize and execute tasks to achieve both organization and 
project goals 

• Excellent attention to detail 

• Strategic thinking, demonstrated by ability to develop strategies to achieve organizational goals 

• Excellent interpersonal, project management and negotiating skills  

• Problem solving expertise, demonstrated by identifying and resolving problems in a timely manner; working with 
others to solve complex issues 

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

 
 

• Valid Florida driver’s license  

• Professional engineering registration, architect registration, or general contracting license that is active with the 
state of Florida is required, or equivalent documentation of expertise recognized by out of state licensing and 
monitoring agency 

• Certifications in specialty subject areas benefiting the Authority are desirable 
 
 
 

• Directly supervises a staff of approximately two (2), as well as oversight of project managers, senior project 
managers, OAR staff, consultants, etc. assigned to active studies, projects, programs, or special tasks within the 
department.  The actual number supervised will vary according to individual project requirements, schedule, and 
stage of development or construction status. 
 
 
 

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

• Evaluate, analyze, design and initiate appropriate actions 

• Supervise and manage the work for two or more major areas or multiple projects, and has responsibility for quality 
and quantity of work, costs, methods, maintenance of discipline, etc. of the day to day activities within construction 
 

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

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



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

EEO Category: Officials and Administrators Rotating Shift:   N/A  



Physical Requirements and Working Conditions  
 

Assistant Vice President, Construction 

Department: Construction        Date: September 28, 2023 

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

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

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

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

   X  3 
   X  2 
    X 1 

Bending/Stooping    X  2 
Pushing, Pulling and/or Digging    X  2 
Reaching over head    X  2 
Kneeling, Crawling     X 1 
Climbing (ladders, stairs, hills)    X  2 
Typing/CRT (attention to detail)   X   3 
Speaking & Hearing   X   3 
Detailed Inspection/Reading/Editing   X   3 
Writing    X   3 
Other       
       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 
Extreme Weather    X  3 
Noxious Fumes     X 2 
Chemicals     X 2 
Insects    X  2 
Heights, Confined Areas    X  2 
Excessive Noise    X  2 
Other       

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

 

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











        Job Description 
     

Assistant Vice President, Engineering 

Department: Engineering & Architecture       Date: September 28, 2023 

Title of Immediate Supervisor: Vice President, Engineering & Architecture   Pay Level: L32 
 
POSITION SUMMARY:  Manage engineering/architecture and development projects and programs from inception through 
planning, final design, bid and award, permitting, construction completion and closeout. 
 

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

• Develop Project Management Plans for airport development projects, including defining the scope of work, project 
budgets and schedules.  

• Manage Engineering/Architecture projects, programs and other assignments from inception through final design, 
permitting, bid and award, construction phase administration, project closeout and associated stakeholder 
coordination, develop and maintain Master Design Guidelines, assist with selection of consultants and consultant 
fee negotiations, develop and control project scope, budget and schedule; cost reconciliations and approval of pay, 
construction phase management such as construction administration and closeout. 

• Manage Airfield, Roadway and Utilities projects and programs from inception through final design, permitting, bid 
and award, construction phase administration, project closeout, and associated stakeholder coordination, attend job 
coordination meetings and site visits, inspect work and verify compliance with design standards, codes, permits and 
statutes as required, approve pay applications and invoices from consultants and contractors, approve project 
completion and closeout. 

• Manage Planning projects from inception through completion and closeout. Develop and control scope, budget, 
schedule and communications for assigned planning projects. Work is performed in close coordination with 
department staff, general and continuing consultants, legal counsel and end users.  Provide technical review and 
advice during planning phase, manage FAA ALP Change and Air Space Reviews, update and maintain the Master 
Conceptual Drainage Plan and Permitting. 

• Supervise and manage direct reporting staff, complete performance appraisals, coach and counsel subordinate 
staff as necessary.   

• Complete technical planning analyses relating to short- and long-term/ultimate airfield, other airport and aviation 
facility requirements. Prepare conceptual and layout plans, construction project cost estimates, drawings and 
studies for the development of airport and tenant facilities. Conduct site visits as needed.  

• Assist in the development and support updating of the Airport Capital Improvement Programs (CIPs), project 
funding strategies and preparation of agency grant applications. 

• Manage the Airfield Capital Improvement Plan (CIP), including assistance in preparation for grant applications; 
manage the Airfield Pavement and Lighting Management Programs including assessments and improvements. 

• Manage Roadway and Bridge projects and programs, including Roadway Pavement Management, Condition 
Assessment, Roadway Capital Improvement Program, Roadway Sign Structures Inspection Program, and Bridge 
Inspection Program. 

• Manage Authority’s Civil Permitting Process for all on-going programs and projects 

• Review Environmental Resource Permit applications. 

• Coordinate and negotiate with Utility Companies for all on-going programs and projects. 

• Manage the GOAA Facilities Addressing Program. 

• Manage CAD/GIS/BIM initiatives. 

• Provide expert feedback as needed for management evaluation and decision making on assigned projects. 

• Conduct tours, gives briefings and presentations related to engineering/architecture projects. 

• Perform other duties as assigned. 
 

Commented [PS1]:  



 
 
Bachelor degree in Civil Engineering, Architecture or closely related field and seven (7) years of related airport experience 
managing design and construction of small and large scale projects for an architectural firm, engineering firm, consulting 
firm, construction company or a public agency with responsibility for compliance and enforcement activities, or an equivalent 
combination of education, training and experience.  Airport experience required.  
 
 

• Strong leadership skills, supervisory skills preferred 

• Demonstrated ability to effectively communicate and engage with senior-level executives 

• Project management skills 

• Ability to analyze data and plan/budget projects 

• Ability to effectively oversee the work of outside and “extension of staff” consultants 

• Excellent oral and written communication skills, interpersonal skills 

• Working knowledge of BIM, CAD, GIS equipment and software 

• Proficient in the use of computers, including Microsoft Office Suite, Projects, etc.  
 

 
 

• Valid Florida driver’s license  

• Florida Professional Engineering (PE) or Architectural license  preferred at time of hire, required within one (1) year 
of assuming the position 

 
 
 

• Manage and direct the work of multiple consultants and staff extension personnel 
 
 
 

• High degree of independence, extensive latitude in initiative, judgement and authority 

• Evaluate performance of consultants/contractors and their compliance with standards, codes, permits, statutes, etc. 
 

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

EEO Category: Official and Administrators Rotating Shift:   N/A  

MINIMUM QUALIFICATIONS:   
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



Physical Requirements and Working Conditions  
 

Assistant Vice President, Engineering 

Department: Engineering, & Architecture      Date: September 28, 2023 

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

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 
Standing  X    3 
Walking  X    3 
Sitting   X   2 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

   X  2 
    X 2 
    X 2 

Bending/Stooping    X  2 
Pushing, Pulling and/or Digging     X 2 
Reaching over head    X  2 
Kneeling, Crawling     X 2 
Climbing (ladders, stairs, hills)     X 2 
Typing/CRT (attention to detail)    X  3 
Speaking & Hearing  X    3 
Detailed Inspection/Reading/Editing  X    3 
Writing     X  3 
Other       
       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 
Extreme Weather    X  3 
Noxious Fumes     X 2 
Chemicals     X 2 
Insects     X 2 
Heights, Confined Areas     X 2 
Excessive Noise     X 2 
Other       

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

 

      
Department Senior Vice President   Date 
 
 
      
Human Resources - Compensation  Date  























        Job Description 
     

Assistant Vice President, Marketing  

Department: Air Service Development & Marketing     Date: August 14, 2023 

Title of Immediate Supervisor: Chief Development Officer      Pay Level: L31 

 
POSITION SUMMARY:  Under the direction of the Chief Development Officer, this position directs the Marketing Services 
in support of the Greater Orlando Aviation Authority’s (GOAA) multiple disciplines goals including Air Service Development, 
Concessions, among other GOAA departments.   
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Direct the development of Orlando International Airport (MCO) and Orlando Executive Airport (ORL) annual 
Marketing and Advertisement Plan. 

• Manage the overall MCO website strategy including overall design, functionality, maintenance, enhancement, and 
any future redesign and redevelopments. 

• Direct and manage GOAA’s online presence including the Orlando International and Orlando Executive airports’ 
websites, social media platforms, Marketing department newsletters and advertising, maintaining brand compliance 
and coordination between media streams. 

• Implement and manage the Air Service Incentive Program.   

• Develop program initiatives and monitor program compliance.   

• Work with the Assistant Vice President, Air Service for Air Service Development research needs to support the 
retention and expansion of existing and new air service. 

• Oversee analysis and forecast projections for MCO and ORL passenger enplanements and air traffic operations.  

• Analyze and report MCO’s global traffic trends and airport statistical information as needed to support the needs of 
the organization.  

• Develop relevant comparisons for MCO and other markets. 

• Direct and manage GOAA’s research needs in support of MCO’s Customer Service goals. 

• Create and manage passenger surveys and other surveys as needed. 

• Further develop Marketing's suite of standard reports by improving current content and incorporating new data 
sources where applicable. 

• Identify and evaluate additional research resources to support GOAA’s strategic objectives 

• Advise management of areas of concern and recommend solutions. 

• 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.   

• Perform other duties as assigned. 
 
 
 
Bachelor degree in business, marketing, aviation management or related; eight (8) years of professional experience in 
aviation marketing, air service development, or airport/airline management, or an equivalent combination of education, 
training and experience.  Supervisory experience required.  
 
 
 

MINIMUM QUALIFICATIONS:   
 



 
 

• In-depth knowledge of regional businesses community, tourism and economic development industry, and  
aviation/airline industry  

• 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 

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

• Demonstrated leadership and management skills 

• Excellent oral and written communications and presentation skills 

• Attention to details 

• Must have excellent analytical problem solving and organizational skills related to the job functions and 
requirements 

• Strong research and analytical skills 

• Strong creative skills 

• Excellent interpersonal skills with the ability to maintain professionalism and diplomacy at all times  
 

 
 

• Valid Florida driver’s license  
 
 
 

• Directly supervises a staff of approximately three (3) employees. 
 
 
 

• High degree of  independence with minimal supervision – substantial latitude in the initiative, judgement,  and 
authority 

• Judgement required in identifying opportunities and creating/executing marketing strategies 

• Evaluate, analyze, design, and initiate appropriate actions 
 

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

EEO Category: Officials & Administrators  Rotating Shift:   N/A  

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 

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

 



Physical Requirements and Working Conditions  
 

Assistant Vice President, Marketing  

Department: Marketing & Air Service Development      Date: August 14, 2023 

 

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

requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  3 

Walking    -- X 3 

Sitting  X    3 

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

    X 2 

    X 1 

    X 1 

Bending/Stooping     X 3 

Pushing, Pulling and/or Digging     X 3 

Reaching over head     X 3 

Kneeling, Crawling     X 3 

Climbing (ladders, stairs, hills)     X 3 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing   X   3 

Writing   X    3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle     X 3 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

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











        Job Description 
     

Assistant Vice President, Procurement Services 

Department: Procurement Services        Date: September 28, 2023 

Title of Immediate Supervisor: Vice President, Procurement Services    Pay Level: L32 

 
POSITION SUMMARY:  Responsible for the management of Greater Orlando Aviation Authority’s (GOAA) centralized 
Purchasing and Material Department. Plan, organize, direct and coordinate the Purchasing and Material Control activities 
including, but not limited to:  goods and services, furniture, fixtures and equipment (FF&E) for construction related projects, 
IT technology related software, materials, supplies, equipment and services, fixed asset management including disposal of 
surplus and lost and found items. Develop, review, and update procurement strategies, policies, procedures and processes.  
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

• Oversee and coordinate the daily activities and workload of assigned Purchasing personnel, including the issuance 
of Invitation for Bids (IFB) and Requests for Proposals (RFP), or other approved purchasing processes. Confirm 
ethical and best practices are adhered to as it relates to all Purchasing Department processes for compliance, 
consistency, and equity.   

• Manage requisitions, Purchase Order and Blanket Purchase Agreement processing to maintain adherence to legal 
requirements and Authority financial and procurement policies and procedures, applicable codes, laws and 
statutory requirements, as well as ethical standards. 

• Exercise the approval authority delegated to the position by the Authority through the Operational Procedures 
(Section 450).  

• Manage the pre-award/post-award Purchasing Department functions such as negotiating complex procurements, 
drafting award recommendation memos and other award documents. 

• Develop procurement strategies to accomplish assigned functions, meeting priorities, deadlines and goals. Evaluate 
requirements for scope of work, schedules, standardization, and other considerations. Assist staff in developing 
pricing and negotiation strategies. Meet with a Policy/SOP Review Team quarterly to continue to improve policies, 
processes and procedures. 

• Oversee the coordination of the development of specifications for goods and services to be purchased by the 
department and determine the procurement method.  Maintain a file of documents and processes that have resulted 
in successful awards.    

• Supervise the review and maintenance of the Purchase Order files. Monitor files to confirm they are properly 
maintained to protect the Authority’s interests and rights under each award and in accordance with applicable law 
and Authority policy. 

• Monitor the use of effective material management practices to maximize existing warehouse space, to facilitate the 
protection of resources, and to maintain a sensible balance between storing goods for issue and just-in-time 
deliveries to meet the needs of the Authority in the purchase, delivery, and availability of goods. 

• Attend planning meetings related to construction projects and monitor upcoming FF&E or OFM purchases for those 
projects.  

• Manage FF&E or OFM purchases for construction projects in conjunction with assigned Management Staff. 

• Represent the Purchasing Department in the Appeals/Protests to recommendations of award. 

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



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

• Provide leadership to staff to maintain optimal operation and performance of duties. 

• Oversee the Capital expenditure procurements for the hotel facility.  

• Prepare annual budget for Purchasing and Material Control. 

• Advise Management of issues requiring executive attention or assistance.   

• Monitor the use of effective fixed asset management, tracking, item number set-ups, and storage/disposal of 
surplus property.   

• Remain current in knowledge of procurement principles, theories, procedures, methods and processes, and     
demonstrate proficiency in their practical application.  

• Promote and maintain a high level of customer service for both internal and external customers. 

• Perform other duties as assigned. 
 
 
 
Bachelor degree in Business Administration, Public Administration or a related field, and seven (7) years of progressively 
responsible diversified work experience in procurement, of which five (5) years must have been in a management capacity 
leading a staff of three (3) or more, or an equivalent combination of education, training and experience.  Procurement 
experience in the public sector is required.  Experience in warehouse management is preferred. 
 
 
 

• Working knowledge of the solicitation and award process for major purchases of  commodities, equipment and 
services using requests for quote  

• Working knowledge of specification, statement of work and purchase description development in the public sector  

• Familiarity with State of Florida contracts and statutes pertaining to public procurement 

• Remain current in knowledge of purchasing principles, theories, procedures, methods and processes, and 
demonstrate proficiency in their practical application 

• Skilled in vendor base development, product and service research, pre-award surveys, contract negotiations, and 
post award contract administration  

• Demonstrated analysis and problem resolution skills 

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

• Excellent verbal and written communication skills 

• Intermediate computer skills and Microsoft Office programs required, working knowledge of Oracle and an 
eProcurement and ERP systems preferred 

• Strong negotiation management skills 

• Executive presence:  You have a strong executive presence and the demonstrated ability to effectively 
communicate and engage with senior-level executives 

• Coach and develop a high performing team.  Provides mentorship, management and support to our existing team 
 

 
 

• Valid Florida driver’s license  

• Current certification as a Certified Purchasing Manager (C.P.M.), Certified Public Procurement Officer (CPPO), 
Certified Professional Public Buyer (CPPB) or an equivalent certification is required 

 
 
 

• Directly supervises a staff of approximately seven (10) employees 
 
 

MINIMUM QUALIFICATIONS:   
 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 
 

LICENSES/CERTIFICATIONS REQUIRED: 
 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 
 



 
 

 
 
 

• High degree of independence with minimal supervision or direction 

• Responsible for decisions with high monetary impact  

• High level negotiation skills 

• Rely upon experience and judgment to organize and plan, research issues, evaluate data, prepare documents, 
complete tasks and carry out responsibilities  

• Oversee staff to include; planning and administration of training, scheduling, and performance evaluation 

• Complete and oversee solicitations and award process 

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

EEO Category: Officials and Administrators Rotating Shift:   N/A  

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

 



Physical Requirements and Working Conditions  
 

Assistant Vice President, Procurement Services 

Department: Procurement Services        Date: September 28, 2023 
 
In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include 
additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 
Standing    X  2 
Walking    X  2 
Sitting  X    3 
Lifting:        0 – 20 lbs 
                     20 – 50 lbs 
                     51+ lbs            

   X  3 
    X 1 
    X 1 

Bending/Stooping     X 2 
Pushing, Pulling and/or Digging     X 1 
Reaching over head     X 1 
Kneeling, Crawling     X 1 
Climbing (ladders, stairs, hills)     X 2 
Typing/CRT (attention to detail) X     3 
Speaking & Hearing  X    3 
Detailed Inspection/Reading/Editing  X    3 
Writing  X     3 
Other       
       

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

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 
GOAA/Personal Vehicle     X 2 
General Office Equipment (Computer, Copier, Fax, etc.) X     3 
Other       
       
       
SUPERVISOR COMMENTS: 
 
 
 
 

 

       
Immediate Supervisor/VP  Date Chief Financial Officer    Date 
 
 
      
Human Resources - Compensation  Date  































































































        Job Description 
     

Chief Development Officer 

Department: Executive Administration       Date: August 14, 2023 

Title of Immediate Supervisor:  Chief Executive Officer     Pay Level: E3 
 
POSITION SUMMARY:  Represent Greater Orlando Aviation Authority’s (GOAA) interest and provide guidance and advice 
to the Chief Executive Officer (CEO), Officers and internal departments on a wide variety of matters related to aeronautical 
and non-aeronautical business development. Responsible for the overall activities related to the oversight and execution of 
Air Service Development, Airline Relations, Cargo Development, Marketing and Real Estate Development. Direct the 
GOAA’s efforts to raise Orlando International Airport’s (MCO) global profile through air service, cargo and business 
development.  
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 

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

• Develop concepts and implement solutions that increase domestic and international scheduled and charter 
passenger flights and passengers to MCO. 

• Oversee the development of MCO’s air service presentation to include Central Florida community updates and 
developments. 

• Oversee the development and implementation of a long-range cargo master plan for the GOAA. Direct forecasting, 
and identify, prepare and implement development plans to provide required facilities and services for cargo and 
support activities. 

• Oversee cargo air carriers and maintain contact with current and potential cargo customers as well as other GOAA 
departments relating to the cargo product. 

• Oversee the development of marketing proposals to new/established foreign flag and United States scheduled/ 
charter air carriers, tour operators, retailers and wholesalers to acquire new/expanded air service to MCO. 

• Monitor air bilateral negotiations and interface with International Aviation Consultant as needed. 

• Develop measurable goals to drive economic development for each segment of revenue-producing divisions within 
the airport. 

• Lead airport wide efforts in evaluating the full economic development potential and financial value of airport real 
estate holdings and to communicate the potential use and value of these properties to the GOAA’s Executive Staff, 
Committees and Board, while serving as both an internal resource and driving force for the development of these 
properties. 

• Responsible for new business development and analysis as well as maintaining excellent ongoing business and 
properties management practices. 

• Responsible for increasing airline and non-airline revenues. Support business development efforts and the needs of 
other elements of the airport organization. 

• Provide leadership, strategic direction, and functional expertise in the commercial development and leasing of 
properties at MCO and Orlando Executive Airport (ORL). 

• Coordinate closely with strategic planning staff to evaluate, identify, and prepare for development properties with 
near and medium-term potential to boost financial returns and demonstrate commitment to community economic 
development. 

• Oversee the development and oversight of the budget for assigned areas. 

• Evaluate market opportunities/trends. 

• Develop and manage passenger and business development advertising programs. 

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



• Perform other duties as assigned. 
 

 
 
Bachelor Degree in a related field and ten (10) years related experience to include but not limited to airport/airline 
management, economic development and tourism, or an equivalent combination of education, training and experience. 
Familiar with airport/airline organization. Cargo development experience required. Experience supervising and directing 
professional level employees required.   
 
 
 

• Understanding of the aviation/airline industry 

• Extensive knowledge of tourism industry 

• Knowledge of the commercial development real estate industry, including finance principles and the ability to apply 
these principles in analyzing business proposals 

• Knowledge of real estate concepts, commercial development projects at airports including planning, project 
definition, airline/airport operations, and property management 

• Demonstrated ability to engage and lead team members, providing effective guidance, coaching and capability 
development, maintaining close understanding of all team activities, ensuring high quality for all 
activities/deliverables, and implementing course corrections when needed 

• Proven ability to pursue outreach and develop relationships in the community and region to promote the Aviation 
GOAA’s community value and partnerships 

• Knowledge of a foreign language(s) desirable 

• Ability to travel frequently, nationally and internationally 

• Demonstrated skill in developing and implementing complex initiatives 

• Excellent oral and written communication skills, including demonstrated interpersonal skills and a high degree of 
professionalism 

• Demonstrated leadership skills and effective management style 

• Ability to analyze problems, identify alternative solutions, project consequences of proposed actions and implement 
recommendations  

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

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

• Analytical and strong contract and negotiation skills 

• Skilled in developing market analysis to assess prospective new development 

• Intermediate computer skills in Microsoft Office programs 

• Strong organizational skills and attention to detail 
 

 
 

• Valid Florida driver’s license  

• A.A.E, CM desired 
 
 
 

• Directly supervises a staff of approximately five (5) employees; indirectly supervises a staff of approximately 
thirteen (13) employees 

 
 
 
 

MINIMUM QUALIFICATIONS:   

 

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

 

LICENSES/CERTIFICATIONS REQUIRED: 

 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

 



 
 
 
 

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

• Independent decisions and recommendations based on industry and professional standards  

• Assessment in the degree of risk 

• Judgment exercised in negotiations, contract development, and other initiatives 
 

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

 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor/CEO   Date  Vice President, Human Resources  Date 
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials and Administrators  Rotating Shift:   N/A  

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

might position might exercise independent and make decisions) 

 



Physical Requirements and Working Conditions  
 

Chief Development Officer 

Department: Executive Administration        Date: August 14, 2023 

 

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

additional requirements as needed.  

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

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

Physical Effort Constant Very Frequent Frequent Occasional Rare Importance 

Standing    X  2 

Walking    X  2 

Sitting  X    2 

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

    X 1 

    X 1 

    X 1 

Bending/Stooping     X 1 

Pushing, Pulling and/or Digging     X 1 

Reaching over head     X 1 

Kneeling, Crawling     X 1 

Climbing (ladders, stairs, hills)     X 1 

Typing/CRT (attention to detail)  X    3 

Speaking & Hearing X     3 

Detailed Inspection/Reading/Editing X     3 

Writing  X     3 

Other       

       

Working Conditions Constant Very Frequent Frequent Occasional Rare Importance 

Extreme Weather     X 1 

Noxious Fumes     X 1 

Chemicals     X 1 

Insects     X 1 

Heights, Confined Areas     X 1 

Excessive Noise     X 1 

Other       

Equipment/Vehicles Constant Very Frequent Frequent Occasional Rare Importance 

GOAA/Personal Vehicle    X  3 

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

Other       

       

       

SUPERVISOR COMMENTS: 

 
 
 
 

 

 

       
Immediate Supervisor/CEO Date Human Resources - Compensation Date 
  



        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: 
 

 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. 

 Recommend specific goals and objectives to the Aviation Authority Board. 

 Collects and evaluates data pertaining to: 
o Population trends and movement of population centers, 
o Airline needs, 
o General aviation needs, 
o Other transportation media, 
o All applicable regulations and laws, 
o Technological advances, 
o Community needs, 
o Needs and plans of other agencies and authorities. 

 Develop plans for airport expansion, improvement, and additions. 

 Direct the operation of airports through staff. 

 Perform any and all other specific functions reasonably related to the activities of the Authority that is requested by 
the Authority Board. 

 
 





















































JOB DESCRIPTION 

Job Title: Communications System Administrator 

Department: Information Technology 

Date: November 9, 2015 

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 
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. 

• 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.

• 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.

• 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.

• 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.







Job Description Supplement 

Physical Requirements and Working Conditions 

Position Title 
Department 

Conununications System Administrator 
Information Technology 

Date 
Section 

November 9, 2015 
521 

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

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

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stooping 

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

Phvsical Effort 

0 - 20 lbs. 

21- 50 lbs. 

50+ lbs. 

Pushing, Pulling, aod/or DiPPing 

Reaching over Head 

Kneeling, Crawling 

Climbing /ladders, stairs, hills) 

Tvning/CRT (attention to detail) 

Sneaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

. 

X 

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

Verv Freouent Freouent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 3 

X 2 

X I 

X 2 

X I 

X 2 

X I 

X I 

X 3 

3 

X 3 

X 3 





























JOB DESCRIPTION 

Job Title: Contract Compliance Coordinator 

Department: Maintenance 

Title of hnmediate Supervisor: Manager, Maintenance Contracts 

Date: July 23, 2012 

Grade/Level: Non Exempt; L20

Rotating Shifts:  No

Shift Premium:  No 

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

• 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. Regularly monitors motor pool 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.

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

• 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.
• Ensure enforcement of contract specifications; monitor contractor compliance with MAXIMO or Fire

House software program as appropriate.
• 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.

• 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 track 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.

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








































































	Access Control Specialist - L16 - 9-2017
	Access Control Technician - L14 - 9-2017
	Accounts Payable Financial Analyst - L23 - 3-2017
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