






















































































JOB DESCRIPTION 

Job Title: Senior Administrative Assistant 

Department: Small Business Development 

Title of Immediate Supervisor: Director, Small Business 
Development 

Date: May 25, 2014 

Grade/Level: Non-Exempt; 116 
Rotating Shifts: No 
Shift Premium: No 

POSITION SUMMARY: Provides administrative support to the Director; plans and coordinates 
department events; maintains department certification database, provides initial contact for the 
certification process. 

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. 

· • Provide administrative support to the department Director, including but not limited to: schedule
meetings, greet visitors, answer incoming telephone calls, draft correspondence and department 
memoranda, prepare travel and expense reconciliation, etc. 

• Coordinate various events, including the annual 500 attendee "Doing Business With GOAA''. As
appropriate for each event, may: establish timelines and monitor progress for space reservation,
invitations and RSVP' s, advertising, badges, table signs and directional signage, room layout,
competitions with trophies and awards, refreshments, volunteers, audio equipment, parking, clean
up and take-down, post event thank you's and give-aways. Research, order, prepare and
troubleshoot items (badges, give-aways, thank-you's, printing, graphics, etc.). Coordinate the
permitting required for some events.

• Maintain agreement and certification records for all companies, establishing as appropriate in
ECM, per state and federal regulations. Serve as department records retention coordinator.

• Maintain department DBE Manager database, including setting up new companies, preparing
reports, and making changes as appropriate.

• Assist with the certification process. Receive and review new submittals via email or delivered in
person; log into spreadsheet and system as appropriate based on type and new/renewal status; flag
missing items/information for the Certification Specialist. Provide management with
documentation of company certification by searching City and State websites.

• Run reports to track expiring documents, send notices at 60 and 45 days. Follow up extensive
returned mail receipts to determine why they were not delivered.

• Assist during budget process and monitors O&M budget. Process departmental invoices for
payments, prepare requisitions for equipment/services, prepare purchase requisitions on Oracle
Systems.

• Prepare payroll and related reports for department employees, including but not limited to leave
requests, short term disability, and long term disability.

• Serve as department representative for fixed assets and capital equipment inventory.
• Prepare and track policy and procedure updates.
• Serve as back-up for building receptionist.
• Complete special projects and perform other duties as assigned.





·-

Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Senior Administrative Assistant 
Small Business Development 

Date May 25, 2014 
Section: 008 

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

Frequency 

Constant - More than 80% (6 1/2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stoooing 

- 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)

Physical Effort 

0 -20 lbs. 
-

21- 50 lbs. 
-

50+ lbs. 

Pushing, Pulling, and/or Di!!!!irn, 

Reaching over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Soeaking & Hearing 

Detailed Inspection/Reading/Editing 

Writing 

Constant 

X 

X 

X 

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

Ve�• Frenuent Frenuent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 2 

X 2 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

3 

3 

3 

X 3 





JOB DESCRIPTION 

Job Title: Senior Analyst, Parking Revenue 

Department Parking Operations 

Date: September 12, 2014 

Grade/Level: Non-Exempt; L20
· Rotating Shifts: No

Shift Premium: No

Title of Immediate Supervisor: Manager, Parking and Transportation Contracts 

POSITION SUMMARY: Ensures that controls external to the Parking Revenue Control System (PRCS) 
are in place and being enforced to capture all revenue. Analyzes the data provided by the Parking and 
Ground Transportation Systems Auditor, the Parking Revenue Analyst, the parking operator's daily and 
quarterly audits, and the secondary audits. Defines, recommends and implements procedures to address 
the control risks identified in the analysis of all parking data generated by the department and parking 
operator. Provides management reports of the department's revenue control performance, identified risks, 
and recommended remedies. 

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

• Analyzes parking activity to determine risk exposure of parking revenue loss due to procedural
deficiencies, lack of compliance with revenue control processes, or other related factors.

• Identify reporting requirement changes based on risk exposure found in data generated by the
Parking and Ground Transportation Systems Auditor and parking audits.

• Analyze the data generated by the PRCS. Generate activity reports to analyze operator
performance and refer to the Parking and GT Systems Auditor any system performance issues
found during the audit.

• Monitor parking contractor's adherence to approved policy and procedural standards in relation to
revenue collection

• Audit tickets ("secondary audits") and review exceptions to be sure they are legitimate and have
been correctly processed and recorded. Determine the scope and sample size of each audit

• Audit validations to ensure they are legitimate, and that GOAA has received appropriate payment
• Participate in annual parking revenue and expense budget development
• Complete daily audit of the license plate recognition systems
• Performs trending analysis
• Work closely with the Parking and GT Systems Auditor in researching discrepancies and with the

Manager, Systems Construction in system testing and reconciling reports.
• Trains and may assist the Analyst, Parking Revenue at times
• Develop and maintain management and departmental reports, including Historical OIA Parking

statistics.
• Primary contact for parking revenue, contractor budgetary issues and invoice processing
• Perform financial analysis and audit functions
• Perform other duties as assigned



















































       Job Description 
     

Senior Concessions Contract Administrator - Retail 

Department: Concessions         Date: April 26, 2022 

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

 
POSITION SUMMARY: Represent the Greater Orlando Aviation Authority (GOAA) in retail concessions and other matters 
pertaining to Concessions department as assigned. Draft retail concessions agreements, space and use agreements, 
amendments and provide business, financial and analytical support at the direction of management.  Administer and 
maintain compliance with the terms and conditions of the concession agreements.  Serve as GOAA’s liaison with corporate 
and local tenant representatives.  
 

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: 
 

 Responsible for lease management of retail concession properties at Orlando International Airport. Manage a 
portfolio of retail concession agreements requiring a diverse understanding of contractual language, tenant 
processes and procedures.  

 Conduct inspections for safety, maintenance and operational compliance.    
 Serve as a liaison to Inspectors, Multiple Location Tenants and Corporate personnel to resolve issues and maintain 

high standards of regulatory safety, quality and customer service. 
 Assist Small Business Development Department with monitoring ACDBE compliance as needed.  
 Draft term sheets, concession agreements, amendments, space use agreements, licenses, permits and exhibits for 

the use and lease of retail properties and facilities at the airport. 
 Draft formal business letters, memorandums and presentations and present recommendations to management and 

committees as assigned.  
 Work closely with management and legal counsel in the drafting and negotiation of various concession agreements 

and other legal documentation.   
 Assist in the drafting and development of bid documents and request for proposals, solicitations, formulation and 

presentation of alternatives and recommendations to management and committees for approval.  
 Prepare, monitor and maintain concession revenue reports, databases, spreadsheets and various analysis for 

distribution to management 
 Enter and maintain key terms and conditions, including billing instructions, for each agreement in GOAA’s property 

management software in a timely and accurate manner.  
 Abstract and track critical dates, etc. for new contract agreements, lease renewals, expansions, contractions, 

relocations, terminations and various lease amendments in a timely and accurate manner.   
 Administer contractual requirements for tenant improvement projects and assist Tenant Construction personnel with 

the approval, coordination and completion of multiple tenant improvement projects. 
 Lead the identification, coordination, vetting, and approval of space requirements and space changes in 

coordination with Terminal Operations, Terminal Maintenance, Tenant Construction and corporate tenant 
concession representatives.  

 Collaborate with Finance to confirm revenues are apportioned accurately in accordance to the lease documents; 
verify and confirm tenant billing; collaborate on all rent and rent collection related issues, including minimum annual 
concession fees, rent escalations, changes in space, agreement assumption, tenant name or ownership changes; 
assist in collections. 

 Maintain and populate the Space Management System database and coordinate modifications to base drawings 
with CADD support personnel.   

 Process requests for tenant improvement projects and tenant signage. Perform a preliminary review of schematic 
renderings, drawings and other associated documents and presents recommendations to committee.    



 Work closely with GOAA’s General Consultant and Tenant Construction personnel to maintain compliance with 
tenant design standards and graphic standards. 

 Assist tenants on matters requiring intervention by other GOAA Departments. Interface with various departments to 
evaluate a variety of issues, determine contractual requirements, access alternatives, facilitate agreement, make 
recommendations, obtain approvals, and expedite the resolution, including the mediation and resolution of a variety 
of contractual issues. 

 Evaluate deposits and contract bonds against current and forecasted sales.  Make recommendations with regards 
to increasing or decreasing deposits and contract bonds annually or as needed. 

 Prepare summary of and evaluate  tenant provided audits to ensure accuracy and compliance with the terms and 
conditions of the agreements. 

 Compile and maintain sales data as provided by concessionaires to develop statistical data essential to developing 
and evaluating performance levels and for the development of future concessions opportunities.   

 Provide revenue forecasts and coordinate the department’s revenue budget annually. 
 Interface with current and future tenants/customers to resolve start-up or relocation issues.  Coordinate operational 

activities to assure that occupants receive the level and kind of building services specified in lease agreements and 
verify that property is in a condition that complies with the terms of leases at the time it is vacated.   

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

 Coordinate tracking, storage and destruction of documents and records, and respond to public records requests.  
 Coordinate the dissemination of concession opportunities, operating hours and location information with the 

Authority’s Customer Experience, Marketing and IT departments.  
 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 aviation management, business, finance, real estate or public administration, or in a directly related field 
and five (5) years of experience related to retail concessions, lease management, contract administration and operations, or 
an equivalent combination of related training, education and experience.  Experience using property and contract 
management software applications, drafting concession agreements, commercial leases and formal business letters 
required. 
 
 
 

 Knowledge and understanding of the airport concessions or retail industry in a large multi-unit campus environment, 
including the knowledge of display techniques, merchandising, and methods for driving sales. 

 Demonstrated ability to read and write commercial leases and concession agreements effectively and efficiently 
 Demonstrated ability to interpret contractual language, including concession agreements, service contracts, 

amendments, leases and other real estate documentation. 
 Ability to read, understand and interpret local and federal regulations, certifications, registrations, licensing and 

operational procedures. 
 Knowledge of standard space management practices and techniques to assist clients in developing space 

requirements; layouts, designs and timetables for build-out of space. 
 Demonstrated ability to plan, prioritize, organize, schedule and manage to completion multiple projects at the same 

time.  
 Excellent interpersonal, communication, public presentation and written skills and ability to effectively interact with 

domestic and international corporate customers, including legal, financial, professional, technical and non-technical 
individuals. 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 



 Proficiency in Microsoft Office Suite or similar applications and property management software to perform business, 
financial and operational analysis, prepare and make presentations 

 Demonstrate team leadership, integrity, ingenuity, and inventiveness in the performance of assigned tasks and 
represent the Authority in a professional manner. 

 Ability to quickly identify issues, resources and alternatives, build consensus, recommend suggested courses of 
action and implement decisions. 

 Must have the ability to work in a dynamic environment interacting regularly with corporate executives, local and 
federal officials.  

 Ability to serve as the Authority’s liaison and tenant advocate to resolve conflicting interests and ensure optimal 
solutions acceptable to all parties in a timely manner. 

 Ability to physically visit all tenant areas  
 Flexibility of schedule to visit tenant areas during non-standard work hours, which may include occasional holidays 

and weekends.  
 

 
 

 Valid Florida driver’s license required 
 Certified Property Manager or similar industry certification preferred. 

 
 
 

 Directly supervise a staff of approximately one (1) employee 
 
 
 

 Considerable independence in judgement and initiative in decision making regarding tenant compliance with 
agreement terms and financial requirements.  Must be able to meet deadlines, create ad-hoc reports for 
management. 

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

 Possess an understanding of individual corporate protocol when communicating, negotiating or interacting with 
sophisticated corporate representatives.     

 Must have a solid understanding of the Authority’s mission, goals and objectives. 
 

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

APPROVAL SIGNATURES: 
 
 

                
Immediate Supervisor    Date  Chief Administrative Officer   Date 
 
 

         
Sr. Director, HR & Risk Management  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  
 

Senior Concessions Contract Administrator (Retail) 
Department:  Concessions                      Date:  April 26, 2022  

 

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  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  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 

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 

 

             
Immediate Supervisor   Date  Chief Administrative Officer    Date 
 
 
           
Human Resources ‐ Compensation   Date  

































        Job Description 
     

Senior Facility Assets Coordinator 

Department: Maintenance         Date: August 16, 2022 

Title of Immediate Supervisor: Manager, Facility Assets     Pay Level: L20 

 
POSITION SUMMARY:  Develop and maintain the high end System responsibilities of the Centralized Maintenance 
Management System (CMMS). Support the day-to-day operations of this system and its users. Operates under the 
objectives of the Asset Management Program (AMP) which will support maintenance functions and assets management 
functions at Orlando International Airport, Orlando Executive Airport and the Hyatt Hotel. 
 
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: 
 

 Establish multiple job plans and preventive maintenance schedules for each major asset type. These plans must 
address the goals and objectives of the Facility Department Management. 

 Build and maintain the Rotating Assets Structures of approximately thirteen individual storeroom inventories that will 
support the CMMS. 

 System expert for the Asset Management System software in the areas of master file and transaction file record 
creation and record maintenance.  Train others as needed in the use and operation of the new CMMS. 

 Generate system designed reports for end users and asset managers. 
 Support the in-house warranty claims process.  
 Develop and maintain the Item Assembly Structures for all major assets in the CMMS. 
 Analyze, identify and resolve problems in the CMMS error codes. 
 Prepare inspection criteria (both in-house and contractor-developed) for distribution to the asset inspections. 
 Tabulate scores and condition assessments for the purpose of input into the CMMS.   
 Perform other duties as assigned. 

 
 
 
Associate degree in Business, Administrative Management, or a related field and five (5) years CMMS related experience, 
or an equivalent combination of training, education, and experience.  CMMS experience at a major airport and/or 
experience with Maximo software preferred. 
 
 
 

 Demonstrated ability to thoroughly understand and operate the IBM CMMS by Maximo.  
 Exceptional ability to pay attention to detail and meet deadlines.    
 Demonstrated ability to analyze, plan and coordinate complex projects.  
 Must have good oral and written communications skills.  Good interpersonal skills with the ability to function 

effectively in a diverse work place.   
 Basic knowledge of project scheduling, efficient time management, contract monitoring, and use of communication 

devices required. 
 Intermediate computer skills to Microsoft Office Suite and basic understanding of project management software,  

 
 
 

 Valid Florida driver’s license  
 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

LICENSES/CERTIFICATIONS REQUIRED: 



 
 
 

 None 
 
 
 

 Work independently under moderate supervision, exercising considerable judgment and discretion.   
 Establish priorities to maximize productivity and efficiency.  
 Routine technical decisions/analysis 

 
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 Director   Date 
 
 
                
Department Director     Date  Chief of Operations     Date  
 
 
         
Sr. Director, HR & Risk Management  Date   
                
FLSA: Non-Exempt Shift Premium:  N/A 

EEO Category: Technicians Rotating Shift:   N/A  

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 

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



Physical Requirements and Working Conditions  
 

Senior Facility Assets Coordinator 

Department: Maintenance                 Date: June 12, 2022 

 

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

additional requirements as needed.  

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

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

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing          X  2 

Walking        X    2 

Sitting    X        3 

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

      X    2 

        X  1 

        X  1 

Bending/Stooping          X  2 

Pushing, Pulling and/or Digging          X  1 

Reaching over head          X  1 

Kneeling, Crawling          X  1 

Climbing (ladders, stairs, hills)          X  1 

Typing/CRT (attention to detail)    X        3 

Speaking & Hearing    X        3 

Detailed Inspection/Reading/Editing    X        3 

Writing       X      3 

Other             

             

Working Conditions  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Extreme Weather          X  1 

Noxious Fumes          X  1 

Chemicals          X  1 

Insects          X  1 

Heights, Confined Areas          X  1 

Excessive Noise          X  1 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle          X  2 

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

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  

























        Job Description 
     

Senior Manager, Budget & Accounts Payable 

Department: Finance          Date: June 29, 2022 

Title of Immediate Supervisor: Assistant Director, Finance      Pay Level: L31 
 
POSITION SUMMARY: Manage the coordination of the day-to-day, monthly and annual budget activities and accounts 
payables process. This includes coordination of the monthly budget to actual financial reporting package and annual budget 
including preparation of annual rates & charges and Capital Improvement Plan (CIP). Oversight of accounts payable internal 
controls, operations, and reconciliation of Accounts Payable.  
 

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

 Coordinate all aspects of the preparation of the Authority’s annual budget including but not limited to: establishment 
of the budget calendar that includes dates for O&M budgets, Revenue budgets, Capital budgets, Employment 
Requisitions, Hyatt budget, OEA budget, and variance analysis. 

 Coordinate with various departments on the timely submission of these documents and the preparation of the 
budget and related documentation  

 Lead the coordination of the CIP process with the Chief Financial Officer, directors, staff and consultants.  Review 
the provided documentation by consultants for accuracy. Reconcile the FDOT Joint Automated Capital 
Improvement Plan (JACIP) to the CIP. 

 Lead the reconciliation process for the Bond Funding Schedule to the CIP, and compare to bond issuances, and 
Authority Fund requirements by year to proposed budget. 

 Oversee the accounts payable process and adhere to the Authority’s policies and procedures and that internal 
controls are designed and operate effectively to prevent or detect and correct misstatements on a timely basis and 
safeguard the assets of the Authority. 

 Maintain the annual rates and charges model to determine rates based on the submission of the above documents  
 Perform financial modeling and forecasting of rates and charges based on various scenarios as requested  
 Monitor reports generated by the Accounts Payable department for reconciliation, journal entry recording, 

monitoring and reporting purposes. Oversee reconciliation of Accounts Payable to the General Ledger. 
 Review and interpret monthly budget to actual results and coordinate preparation of the monthly financial reporting 

package that compares budget to actual and forecast 
 Perform variance analysis between estimates and actuals for the current year and proposed budget for the next 

year, and document variance explanations provided by the departments.  Work with Accounts Receivable, 
Properties or Concessions on any issues that may arise during the variance analysis (i.e. tenants not billed or billed 
incorrectly) 

 Validate funds available and ensure they are encumbered prior to CPC, CCM and PSC awards.  
 Prepare other detailed schedules to assist upper level management in effective decision-making 
 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. Management approval of time sheets in 
electronic timekeeping system.   

 Back-up for Assistant Manager,  OMB (Revenue,  Rates, Charges) 
 Perform other duties as assigned. 

 
 



 
 
Bachelor degree in Accounting, Finance or a related field and six (6) years of related work experience or an equivalent 
amount of education, training and experience.  Experience with Accounts Payable and/or Budgets preferred. Master degree 
desired.  Must be familiar with computerized accounting systems.  
 
 
 

 Strong knowledge of accounts payable/1099 reporting and budgetary process   
 Demonstrated leadership skills 
 Strong research, analytic and technical accounting skills 
 Problem-solving skills, attention to detail and a high degree of proactive/reactive ability 
 Strong computer skills including Microsoft office suite and extensive knowledge of spreadsheet software required  
 Knowledge with computerized accounting systems 
 Ability to understand and carry out complex oral and written instructions 
 Ability to communicate clearly and effectively, orally and in writing 
 Ability to establish and maintain effective working relationships with employees, vendors and the general public 

 
 
 

 Valid Florida driver’s license  
 Certified Public Accountant desired 

 
 
 

 Directly supervises a staff of approximately three (3); indirectly supervises a staff of approximately four (4) 
 
 
 

 Work independently with limited supervision or direction; substantial latitude in initiative, judgment 
 Responsibility for continuous projects and must be able to manage multiple tasks and projects and adjust work 

schedule to meet deadlines  
 Must be proactive and take initiative with respect to execution of responsibilities and achievement   
 Must be able to determine when additional follow up or analysis is needed   
 Must be able to communicate and interpret effectively with people of diverse educational backgrounds 

 
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 Director    Date 
 
                
Chief Financial Officer    Date  Sr. Director, HR & Risk Management  Date  
                
FLSA: Exempt Shift Premium:  N/A 

EEO Category: Officials 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  
 

Senior Manager, Budget & Accounts Payable 

Department: Finance                  Date: June 29, 2022 

 

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

additional requirements as needed.  

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

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

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing        X    2 

Walking        X    2 

Sitting    X        3 

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

        X  1 

        X  1 

        X  1 

Bending/Stooping          X  2 

Pushing, Pulling and/or Digging          X  1 

Reaching over head          X  2 

Kneeling, Crawling          X  1 

Climbing (ladders, stairs, hills)          X  1 

Typing/CRT (attention to detail)    X        3 

Speaking & Hearing    X        3 

Detailed Inspection/Reading/Editing    X        3 

Writing         X    3 

Other             

             

Working Conditions  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Extreme Weather          X  1 

Noxious Fumes          X  1 

Chemicals          X  1 

Insects          X  1 

Heights, Confined Areas          X  1 

Excessive Noise          X  1 

Other             

Equipment/Vehicles  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

GOAA/Personal Vehicle          X  2 

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

Other             

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  



        Job Description 
     

Senior Manager, Finance (Construction & Grants)  

Department: Finance          Date: July 6, 2022 

Title of Immediate Supervisor: Assistant Director, Finance (Construction)   Pay Level: L30 

 
POSITION SUMMARY:  Coordinate post award compliance so that audits of expenditures are completed within due dates 
and in compliance with bond, grant and Passenger Facility Charges project scopes.  Report monthly, quarterly and annually 
on project financial and administrative performance; develop management, narrative, and statistical reports. Develop and 
oversee maintenance of project budget monitoring systems. Identify budget issues, provide alternative solutions, and 
resolve problems as required. 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA), may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Assign project funding based on scope of work and knowledge of pending funding streams including grants, 
Passenger Facility Charges, bonds, and Authority funds. Review and approve data entry accuracy in the setup of 
project funding in Oracle.  

 Coordinate post award compliance, confirm audits of expenditures are completed within due dates and that 
expenditures are in compliance with bond, grant and Passenger Facility Charges project scopes. 

 Analyze the monthly project budget reports and oversee the funding to confirm that project funding ties to the 
Capital Improvement Plan.  

 Oversee development and monitoring of budgets and provide management of financial transactions and 
administrative processes involving a variety of fund sources. 

 Plan and develop budgets for new projects; including analysis of potential funding sources. 
 Review, monitor, and analyze approved committee project approvals to verify balances with Capital Improvement 

Plan (CIP), the Joint Automated Capital Improvement Plan (JACIP) and other Construction Finance spreadsheets. 
 Provide guidance to the Construction Finance Section regarding construction funding, budgeting and operational 

issues. Coordinate and direct consultants, legal counsel and other GOAA departments on matters related to 
construction funding and/or budget status. 

 Establish and maintain procedures so reports are reconciled and submitted for management review and sign-off as 
scheduled.   

 Manage the preparation of the annual Schedule of Federal Awards and State Financial Assistance (SEFA) for 
interim and final year-end audit.  

 Validate that all project related sunshine committee actions are recorded prior to the committee action date, confirm 
funding is available.  

 Review and approve grant draws and supporting documentation.  
 Coordinate financial reporting for the maintenance of new Funds, Fund Sources and mass allocation updates in the 

Oracle Financial System. 
 Report monthly, quarterly and annually on the financial and administrative performance of projects, developing 

management, narrative, and statistical reports.  
 Analyze cash entries related to Construction Finance; confirm cash has been recovered from outside sources.  
 Analyze various monthly reports such as the fund balance analysis and grant receivable schedules for accuracy 

and timely completion.  
 Back-up for the Oracle month end close and mass allocation entries, monitor that all month end deadlines are met 

for timely financial reporting.  
 Back-up monitor to confirm construction related invoices are paid within the Prompt Payment Act requirements and 

that the related audit processes are performed and documented. 



 Supervise the work of assigned staff.  Participate in hiring, monitor time and complete performance evaluations.  
Recommend disciplinary actions in accordance with policy. Provide guidance and training to develop and improve 
the skills, knowledge and abilities of staff. 

 Serve as the functional super user and process owner of Oracle Grants Accounting and provide first line of support 
and training.  Maintain proficiency in Oracle General Ledger, Oracle Accounts Payable and Oracle Purchasing. 

 Perform other duties as assigned. 
 
 
 
Bachelor degree in Accounting or Business Administration with emphasis on accounting and three (3) years related 
experience, or an equivalent combination of education, training and experience.  MBA or advanced degree desirable.  
Experience to include finance and supervisory responsibility.  Experience with fund accounting and grant compliance and 
reporting required, utilization of sophisticated EBS software preferred.  Construction accounting experience preferred.  
Public accounting Single Audit experience preferred.  Experience with Oracle preferred. Requires Oracle super user level 
proficiency within one year of employment. 
 
 
 

 Strong knowledge of grant funding policies and procedures and applicable federal, state and local regulations is 
preferred.  

 Strong knowledge and understanding of the Uniform Guidance and Office of Management and Budget Circular 
audit requirements, including OMB A-133 and 2 CFR 200. 

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

 Knowledge of COSO internal controls framework and Single Audit requirements for grants is preferred.  
 Knowledge of COSO internal controls framework and Single Audit requirements for Passenger Facility Charges is 

desirable.  
 Skilled in interpreting complex contracts and financings. 
 Knowledge of commercial construction pay applications, retainage payable and GMP contracts desirable.  
 Knowledge and experience of various financial areas and handling multiple responsibilities preferred. 
 Strong written and oral skills. 
 Strong computer skills including Microsoft office suite and extensive knowledge of spreadsheet software with 

demonstrated ability to create complex spreadsheets, graphs, charts or other reports.  
 Demonstrated leadership skills 
 Strong research, analytic and technical accounting skills 
 Problem-solving skills, attention to detail and a high degree of proactive/reactive ability 

 
 
 

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

 
 
 

 Directly supervises a staff of approximately six (6) employees; indirectly supervises a staff of three (3) employees 
 
 
 

 Work very independently with little supervision or direction determining the application of complex financial issues 
and interpretation of policy. 

 Discretion is exercised and initiative is required. 

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) 



 Responsible for continuous projects and must be able to manage multiple tasks and projects and adjust work 
schedule to meet deadlines. 

 Review financial reports and correspondence and initiates appropriate action.   
 Interface with professionals outside 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    Date  Department Director    Date 
 
 
                
Chief Financial Officer    Date  Sr. Director, HR & Risk Management  Date  
                
FLSA: Exempt Shift Premium:  N/A 

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



Physical Requirements and Working Conditions  
 

Senior Manager, Finance (Construction & Grants) 

Department: Finance                  Date: July 6, 2022 

 

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

additional requirements as needed.  

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

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

Physical Effort  Constant  Very Frequent  Frequent  Occasional  Rare  Importance 

Standing        X    2 

Walking        X    2 

Sitting    X        3 

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

        X  2 

        X  1 

        X  1 

Bending/Stooping          X  2 

Pushing, Pulling and/or Digging          X  2 

Reaching over head          X  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 

10 Key Calculator      X      3 

             

             

SUPERVISOR COMMENTS: 

 
 
 
 

 

             
Immediate Supervisor   Date  Department Director    Date 
 
 
           
Human Resources ‐ Compensation   Date  

























JOB DESCRIPTION 

Job Title:  Senior Production Technician  

Department: Public Affairs 

Title oflmmediate Supervisor: Manager, Public Affairs 

Date: February 16, 2015 

Grade/Level: Non-Exempt; L20 
Rotating Shifts: No 
Shift Premium: No 

POSITION SUMMARY: Coordinate, develop and provide expertise on audio, video and display systems setups. 
Monitor and maintain technical systems operation for public presentation and media productions handled through 
the Public Affairs Department. Provide AV support for GOAA special events. Provide AV technical support on 
and off property for public presentation and briefings. Provide technical and production support to ensure 
creatively and technically sound Board meeting presentations. As the Senior Technician, provide guidance and

- -aSJ-si.s.tance_to theJ'rnductionie.chnician. 
- - - -- - --

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

• Provide the required level of support for GOAA audio, video and other technical systems presentations and
productions handled through the Public Affairs department. Support may include analysis and planning;
set-up; wiring/cabling; operating equipment; developing PowerPoint, DVD's, CD's, digital media, etc.;
taking down following event; or providing advice and technical assistance. Support often includes
overseeingmain1enance crews assigned to a project, and the completion ofrelated work orders. Determine
specifications and advise management of equipment, personnel and supplies required for each
presentation/production.

• Provide technical and creative support to ensure excellent Board meeting presentations. Integrate
presentations from various sources; evaluate and make recommendations to ensure best use of media and
equipment. Confirm that all equipment is working at peak efficiency.

• Coordinate acquisition and transportation of needed equipment to ensure on-time production, both on- and
off-airport property

• Provide a variety of technical assistance for community events, airlines and community/business partners,
film/production crews, and occasional community service assignments

• Set up rooms and equipment for Sunshine meetings in accordance with legal requirements
• Photograph or produce digital/video recording of GOAA announcements and events.
• Develop Power Point presentations for GOAA Board members and Executive staff as requested, and often

accompany them to ensure the presentation is technically sound on the equipment provided.
• Prepare video and audio editing and reproduction.
• Oversee quality, quantity and timeliness of work performed by the Production Technician; ensure

compliance with established policy, procedure and standards. Advise management of areas of concern.
• Establish and maintain an inventory of all Public Relations audio/video equipment and supplies. Develop

and maintain department's extensive media archive, researching and recommending the most effective and
efficient storage methods.

• Advise management of areas of concern and equipment upgrade recommendations.
• Provide for safety and security of work area.
• Perform other duties as assigned





Job Description S .bplement 
Physical Requirements a 11d Working Cone • I• 

1t1 ons 
I' 

Position Title Date
Department Secti

Senior Production Technician

Public Affairs 

In the spaces below, please note what kind of physical mental activities 

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

February 16, 2015 ! 

! 021 ' 

are involved in performing you 'Jr-... ,-·;-,,--
I I Importance 

3 - Critica ,, . 

1 

p
1 , �f Job; can't be done any other way 

2- Import Pl�i bu! may be performed in some other way 
I l;,I I 1-NotCr ical; may be reassigned or not performed at all

11 

I i 

Phvsical Effort Constant Verv Fremlent Freauent 
I ll , 01 c� Jonal Rare Importance 

' 

I : Standing X I 3 I 

Walking X I 3 
Sitting X I 2 
Lifting A. 0 - 20 lbs. X 3 

B. 21- 50 lbs. X 3 
C. 50+ lbs. X 3 

Bending/Stoooing X I I 3 
Pushing, Pulling, and/or Digging X 3 
Reaching over Head X 2 
Kneeling, Crawling I X 3 
Climbing (ladders, stairs, hills) X 3 
Tyoing/CRT (attention to detail) X 2 
Sneaking & Hearing I X 
Detailed Inspection/Reading/Editing X I 3 
Writing i X I 2 
Other 

I 

I 

































































        Job Description 
     

Service Desk Technician 

Department:  Information Technology       Date:  April 20, 2022 

Title of Immediate: Assistant Manager, User Services      Pay Level: L17 

 
POSITION SUMMARY:   Perform high level diagnostics and repairs on failed computer equipment.  Replace or repair faulty 
system components as designated by Assistant Manager, User Services.  Install and configure a variety of software on 
workstations used throughout the Greater Orlando Aviation Authority (GOAA). 
 
DUTIES AND RESPONSIBILITIES:   Essential functions, as defined under the ADA Amendments Act (ADAAA) , may include any of the 
following representative duties and responsibilities.  Duties and responsibilities such as regular attendance at the job are not routinely listed in job 
descriptions, but are also an essential function.  Essential duties and responsibilities may include, but are not limited to, the following: 
 

 Perform preventative and regular maintenance on personal computers, peripherals and other equipment as 
required.  

 Perform installation, configuration, relocation and support of the Authority’s computer equipment and workstation 
software. 

 Responsible for the timely completion of assigned work orders. 
 Maintain an on-hand inventory of computer related parts and supplies for repairs and upgrades. 
 Receive user helpdesk calls, documents user’s requests, and provides telephone assistance for troubleshooting, 

installation and configuration of the Authority’s computers and software. 
 Perform other duties as assigned. 

 
 
 
Associate degree in Computer Science or related field or an equivalent in-depth, specialized combination of education, 
training and experience in Information Systems required, and three (3) years experience in computer technical support in a 
PC network environment, or an equivalent combination of education, training and experience. 
 
 
 

 Knowledge of MS Windows and Windows based software required. 
 Thorough knowledge of computer hardware diagnostics and repair required. 
 Must possess excellent verbal and written skills. 
 Must be a self-motivated individual who can perform with minimal direction, using sound judgment and creativity in 

solving highly complex technical problems. 
 Must possess the ability to work in a stressful environment and use professional etiquette when dealing with 

Authority personnel and outside vendors. 
 

 
 

 Valid Florida driver’s license  
 
 
 

 None 
 
 
 

MINIMUM QUALIFICATIONS:   

SPECIAL KNOWLEDGE, SKILLS, and ABILITIES: 

LICENSES/CERTIFICATIONS REQUIRED: 

SUPERVISORY RESPONSIBILITIES:  (Indicate number supervised) 



 
 
 

 Independent judgment for technical issues is critical and required routinely on a daily basis.  
 Provide coverage for performs duties necessary to assure the Authority’s normal operating schedule. 

 
This Job Description is intended to be comprehensive and to provide details of the position for which it has been written.  However, this 
Job Description is not intended to limit any of the duties, responsibilities or activities that may be required of the employee who is 
employed in the position.  Other duties, responsibilities or activities may be assigned or may change at any time with or without notice.  
The Authority reserves the discretion to revise this Job Description at any time. 
 
APPROVAL SIGNATURES: 
 
 
                
Immediate Supervisor    Date  Department Manager    Date 
 
 
                
Department Director      Date  Sr. Director, HR & Risk Management  Date  
                
FLSA:  Non Exempt Shift Premium:  N/A 

EEO Category:  Technicians 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  
 

Service Desk Technician 

Department:  Information Technology                  Date:  April 20, 2022 
 
In the spaces below, please identify the frequency and importance of each physical requirement and working condition for this job.  Please include additional 
requirements as needed.  

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

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

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

  X   3 
   X  3 
    X 3 

Bending/Stooping   X   3 
Pushing, Pulling and/or Digging   X   2 
Reaching over head    X  2 
Kneeling, Crawling    X  2 
Climbing (ladders, stairs, hills)    X  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 
Must be able and willing to work non-standard shifts as 
needed to accommodate airport operations 

   X  3 

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

 

 

       
Immediate Supervisor  Date Department Director   Date 
 
 
      
Human Resources - Compensation  Date  























































































































JOB DESCRIPTION 

Job Title: Supervisor, Graphics 

Department: Maintenance 

Title of Immediate Supervisor: Manager, Terminal Facilities 

Date: November 14, 2012 

Grade/Level: Non-exempt; L21

Rotating Shifts:  No 

Shift Premium:  No

POSITION SUMMARY: Plans, coordinates and supervises the activities of the graphics shop to 
maintain all Authority signage within Department of Transportation Rules and GOAA' s 
Architectural Graphics Design Program as stated in GOAA Graphics' Standard Policy. 

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

• Plan, organize and supervise the daily operations of the Graphics shop
• Ensure all assigned work is accomplished in compliance with Graphics Master Plan and

Graphic Standard Policy of GOAA
• Determine material requirements for routine maintenance and project work; maintain adequate

shop stock levels and requisition additional materials as required
• Monitor outside contractor personnel to ensure timely compliance with contract requirements
• Serve as project manager on in-house projects to coordinate trades personnel as required,

including design, layout and production
• Read and interpret blueprints and engineering drawings
• Responsible for remaining current on all GOAA emergency response procedures and ensuring

proper response as required
• Establish and maintain records and reports appropriate to area of responsibility
• Investigate problems and develop solutions in area of responsibility
• Maintain accurate and timely payroll reporting functions and perform administrative duties as

required
• Develop and monitor annual budget
• Perform other duties as assigned

EDUCATION/EXPERIENCE REQUIREMENTS: 
Associate degree in Graphics Design or related field and (5) years experience in signage and 
graphic arts pertaining to Computer Aided Signage (CAS), Computer Aided Graphic Design 
(CAGD) and three years supervisory experience; or an equivalent combination of education, 
training and experience. Bachelor of Arts degree in Graphic Design desirable. 





Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, Graphics 
Maintenance 

Date 
Section 

November 14, 2012 
688 

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

Frequency 
Constant - More than 80% (6 1/2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sittine 

Lifting A. 

B. 

C. 

Bending/Stooping 

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

Phvsical Effort 

_ 0- 20 lbs. 

21- 50 lbs.
-

50+ lbs. 
-

Pushing, Pulling, and/or Di••ing 

Reachin2: over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CRT (attention to detail) 

Speaking & Hearing 

Detailed Insoection/Readino!Pditine 

Writing 

Other 

Constant 

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

Verv Freqnent Freqnent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 1 

X 2 

X 3 

X 3 

X 3 













JOB DESCRIPTION 

Job Title: Supervisor, HVAC 

Department: Maintenance 

Date: June 9, 2015 

Grade/Level: Non-exempt; 122

Rotating Shifts:  No

Shift Premium:  No 
Title of Immediate Supervisor: Manager, Plant Maintenance 

POSITION SUMMARY: Supervises HV AC Technicians in maintenance and repair of all equipment 
and related control systems pertaining to heating, ventilation, and air conditioning equipment. 

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

• Plan, organize, and supervise the daily operation of the HV AC Shop.

• Responsible for the effective and efficient operation and maintenance of the central energy plant and 
all related HV AC systems and controls.

• Plan, schedule, and supervise preventive maintenance activities to ensure completion in a timely 
manner.

• Develop and maintain the necessary records and reports to ensure product and equipment reliability.

• Monitor outside contractor personnel to ensure timely compliance with contract requirements.

• Ensure compliance with applicable federal, state, and local codes and established maintenance 
practices consistent with OSHA Standards.

• Establish work standards and ensure compliance through regular quality assurance inspections.

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

• Establish and maintain records and reports appropriate to area of responsibility.

• Investigate problems and develop solutions in area ofresponsibility.

• Maintain accurate and timely payroll reporting functions and perform administrative duties as 
required.

• Develop and monitor annual budget.

• Perform other duties as assigned. 





-Job Description Supplement
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, HVAC 
Maintenance 

Date 
Section 

June 9, 2015 
685 

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 
Very Frequent 
Frequent 
Occasional 
Rare 

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

Phvsical Effort Constant 

Standing 

Walking 

Sittine 

Lifting A. 0 -20 lbs.

B. 21- 50 lbs.

C. 50+ lbs.

Bending/Stooping 

Pushing, Pulling, and/or Dieeing 

Reaching over Head 

Kneeling, CrawHn" 

Climbing (ladders, stairs, hills) 

Tvoing/CRT (attention to detail) 

Speaking & Hearing 

Detailed Inspection/Readine/Editing 

Writine 

Other 

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

Verv Frru1uent Freauent Occasional Rare Imnortance 

X 3 

X 3 

X 3 

X 

I 

1 

1 

1 

1 

1 

I 

X 2 

X 3 

X 3 

X 3 

























JOB DESCRIPTION 

Job Title: Supervisor, Lost and Found Date: April 3, 2012 

Department: Terminal Operations - Landside Division Grade/Level: Non-Exempt; L20

Rotating Shifts:  No

Shift Premium:  No Title oflmmediate Supervisor: Manager, Landside Operations 

POSITION SUMMARY: Supervises the daily operation of the Orlando International Airport Lost and 
Found Office, guiding and supervising the Lost and Found Clerks to ensure the safe and efficient 
operation of the office and maximize the number of items returned to customers. 

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

• Provide operational supervision, direction, and guidance to the Lost and Found staff members.
Plan and review daily tasks performed by Lost and Found Clerks. Conduct staff member
performance appraisals in conjunction with the Manager, Landside Operations. Hire and train
new employees. Issue, track, or recommend disciplinary actions per policy.

• Develop office procedures and coordinate training programs.
• Ensure the proper documentation and research oflost property in an effort to locate the rightful

owner. Collect information and prepare written reports, logs, and correspondence as required.
Responsible for review and accuracy of all reports and logs produced by subordinates.

• Supervise and coordinate the storage and disposal of property in accordance with State of
Florida and Transportation Security Administration (TSA) requirements and mandates.
Coordinate the transfer of unclaimed inventory to the Aviation Authority Material Control
Department.

• Control received currency from time of receipt through transfer to the Aviation Authority
Finance Department.

• Produce and maintain office documentation, reports, and statistics.
• Develop the duty schedule and ensure proper coverage for the Lost and Found Office.
• Oversee the daily issuance of distributor badges and provide optimal customer service for all

Airport patrons.
• Perform other related duties as assigned.

EDUCATION /EXPERIENCE REQUIREMENTS: 

• Associate degree and four ( 4) years experience in an area related to airport operations or an
equivalent combination of education, training, and experience. Previous supervisory or lead
experience preferred.

















JOB DESCRIPTION 

Job Title: Supervisor, Maintenance Support 

Department: Maintenance 

Date: November 20, 2012 

Grade/Level: Non-Exempt; L21

Rotating Shifts:  No

Shift Premium:  No 
Title oflmmediate Supervisor: Assistant Manager, Pavement & Grounds 

POSITION SUMMARY: Plans, coordinates and supervises the activities of the maintenance 
support shop in providing general labor support for GOAA departments. 

RESPONSIBILITIES: The listed duties are only illustrative and are not intended to describe 
eve1y function which may be performed by this job class. The omission of specific 
statements does not preclude management from assigning specific duties not listed if such 
duties are a 
logical assignment to the position. 

• Plan and supervise the day-to-day operation of the Maintenance Support Shop.
• Schedule maintenance and servicing for designated vehicles, including leased vehicles.
• Schedule requests for labor assistance and ensure that work is completed in a timely

manner.
" Plan and supervise daily policing of airport grounds, watching for debris, trash, etc. and 

handling appropriately. 
• Schedule daily courier service, ensure schedules are met, arrange for special courier

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

ensuring proper response as required.
• Establish and maintain records and reports appropriate to area of responsibility.
• Investigate problems and develop solutions in area of responsibility.
• Maintain accurate and timely payroll reporting functions and perform administrative

duties as required.
• Develop and monitor annual budgetary requirements.
• Perform other duties as assigned.

EDUCATION REQUIREMENTS: 
High school graduate or equivalency diploma and five years general labor experience, and three 

years supervisory experience. 

SPECIAL KNOWLEDGE, SKILLS, ABILITIES: 

• Demonstrated leadership/supervisory skills

o Organizational skills
• Math skills as required for payroll and budget responsibilities





Job Description Supplement 
Physical Requirements and Working Conditions 

Position Title 
Department 

Supervisor, Maintenance Snpport  
Maintenance 

Date 
Section 

November 20, 2012 
655 

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

Frequency 

Constant - More than 80% ( 6 1/2 hours or more per 8 hour day)
Very Frequent 
Frequent 
Occasional 
Rare 

Standing 

Walking 

Sitting 

Lifting A. 

B. 

C. 

Bending/Stooping 

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

Phvsical Effort 

0 - 20 lbs. 

21- 50 lbs.

50+ lbs. 

Pushing, Pulling, aud/or Digging 

Reachine over Head 

Kneeling, Crawling 

Climbing (ladders, stairs, hills) 

Tvning/CR T ( attention to detail) 

Soeakine & Hearine 

Detailed Inspection/Reading/Editing 

Writing 

Other 

Constant 

Importance 

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

Verv Frequent Frequent Occasional Rare Importance 

X 3 

X 3 

X 3 

X I 

X 1 

X 1 

X 1 

X 1 

X 1 

X I 

X 1 
' 

X 2 

X 3 

X 3 

X 3 





























































JOB DESCRIPTION 

Job Title: Supervisor, Terminal Electrical 

Department: Maintenance 

Date: January 8, 2013 

Grade/Level: Non-exempt; L22
Rotating Shifts:  No
Shift Premium:  No 

Title oflmmediate Supervisor: Manager, Electrical Systems 

POSITION SUMMARY: Supervises the Interior Electrical Shop in the operation and 
maintenance of all interior power distribution and lighting systems. 

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

• Plan, organize, and supervise the daily operations of the Interior Electrical Shop.
• Read wiring diagrams, electrical plans and specifications, and generate scope and

specifications for work.
• Responsible for remaining current with all electrical codes and maintenance practices to

ensure compliance in all work performed.
• Monitor and administer PowerNet electrical monitoring system.
• Monitor maintenance contractors to ensure timely compliance with the contract

requirements and electrical standards.
• Establish and maintain the necessary records and reports to ensure product and

equipment reliability.
• Responsible for remaining current on all GOAA emergency response and safety

procedures, ensuring proper response as required.
• Establish & maintain records and reports appropriate to area ofresponsibility.
• Investigate problems and develop solutions in area of responsibility.
• Maintain accurate and timely payroll reporting functions and perform administrative

duties as required.
• Develop and monitor annual budget.
• Perform other duties as assigned.

EDUCATION/EXPERIENCE REQUIREMENTS: 
High school graduate or equivalency diploma and five years experience in a combination of 
trouble shooting and repair of motor controls, high voltage electrical systems up to 600 volts, 
lighting, power and BASL control systems and components, and three years supervisory 
experience· or an equival enteomhinatirm0fedueati0n. training, and eKpeFienGe. A�sociat® 
degree in electrical related field desirable. 





Position Title 
Department 

Constant 
Very Frequent
Frequent 
Occasional
Rare 

Standing 

Walking 

Sitting 

Lifting 

Job Description Supplement 

Physical Requirements and Working Conditions 

Date January 8, 2013 Supem!'isor, Terminal Electrical 
Main!¢nance Section 687 

1J the spaces below, please note what kind of physical mental activities are involved in performing your job. Also de&ribe the working conditions. 

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

11 

l-80% (4 1/2-6 hours per 8 hour day) 2 - Important, but maybe performed in some other way 
- :: l-50% (2 l/2-4 hours per 8 hour day) I - Not Critical; may be reassigned or not performed at all 

1111 - -20% (l-2 hours per 8 hour day) 
II I 

- , 15% (Less than I hour per 8 hour day) 

ill
Pl!ysical Effort I Constant I Very Frequent I _Frequent I Qccasional I Rare I Importance 

[ I I I x I I I 3 

� I I I x I I I 3 

� I I I x I I I 3 

A. 1h-2olbs. I I I I X I 

B.-t- 50 lbs.

c. l�o+ lbs. 

X 

X 

l 

1 

Bending/Stooping X 1 

Pushing,_ r!!!ling, and/o 1

! I bigging 
Reaching over Head U 
Kneeling, Crawling u 
Climbing (ladders, staJ ,I hills) 

Typing/CRT (attentio:Jl detail) 

Speaking & Hearing U 
Detailed Inspection/�ing/Editing 

Writing u 
Other u 

X 

X 

X 

X 1 

X 1 

X 1 

X 1 

X 2 

3 

3 

3 




















































































