
H30401, page 1 

 

Nothing in this job description restricts management's right to assign or reassign duties and 

responsibilities to this job at any time. 

 

DUTIES  This is a non-career, term job with the Metropolitan Washington Airports Authority 

(Airports Authority).  Serves as a Corporate Receptionist in the main reception area of the 

corporate office building (COB) located on the Ronald Reagan Washington National Airport 

(Airport).  Performs a range of front-line receptionist duties for the COB and administrative 

support functions for the Administrative Support Department (Department) of the Office of 

Human Resources and Administrative Services.  Performs related functions.   

 

--Greets visitors and employees in a friendly and welcoming manner; ensures all employees 

display badges, and issues and retrieves one day, temporary badges for visitors utilizing Lobby 

Track.  Answers routine questions and/or provides telephone numbers and use of lobby 

telephone for visitor to use.  Announces visitors arrival to the appropriate employee/office, and 

ensures visitors and their escorts complete security log.  May direct visitors to an Airport 

Terminal, Rental Car Pick-up/Drop-Off, Airport Manager/Operations, or other Airport location 

when they mistakenly arrive at the COB for services that are elsewhere on the Airport complex.  

May receive and sign for routine and non-routine delivery of items for an employee/department 

in the COB.  May be required to diffuse any difficult visitor/customer situation. 

 

--Answers Airports Authority general information telephone lines and personally answers routine 

questions such as directions to the Airport or COB, the Airports Authority Website, and general 

Airports Authority information, or transfers the call to the appropriate Airports Authority office 

utilizing the address book function in Outlook, Reception Desk Quick Reference Guide, the 

Reception Desk’s Quick Call Directory, or other guides. May take messages when an employee 

or  department is in a meeting.  Transfers emergency calls to Public Safety Communications 

Center or Airport Operations. 

 

--Opens up or closes the receptionist desk each day.  Performs startup or closeout functions: 

turns on/off lobby lights, turns on/off TV/Video in main reception area, turns on/off CCTV 

monitor, turns on/turns off call forwarding of the main telephone line to Voicemail 

announcements and eventually to Airport Operations, sorts daily newspapers for pickup or gives 

to Mail Handler for delivery, ensures the four, first floor conference rooms are ready for use 

(turns on/off lights, arranges chairs, ensures beverage service in room is sufficiently stocked, 

etc.), posts the conference room schedule outside each room at the beginning of the week and as 

necessary with changes, ensures coffee supplies in  the Pantry/Break Room and the Lunch Room 

are sufficiently stocked, etc., and performs related tasks. 

 

--Takes reservations for and schedules the four, COB main conference rooms.  Ensures the 

requested room is appropriate for the event; if not, suggests an alternate.  Arranges for portable 

projectors, laptops, or other electronic items through the IT Help Desk.  Assists with securing 

one of the other conference rooms in the COB or at the Airport should all four conference rooms 

be taken.  Ensures rooms are cleared after meetings (in the absence of a cleaner) and ready for 

next meeting.  

  

--Takes reservations for and checks out the COB assigned vehicles.  Ensures driver is on the 
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Airports Authority Approved Driver List and that the driver knows where the vehicle is located.  

Enters vehicle use in log; informs the Motor Vehicle Assistant of reported vehicle issues. 

 

--Ensures vehicles parked in visitor spaces are visitors and properly signed/logged in.  Sends 

driver to Airport parking when all spaces are filled and validates parking, as appropriate.  

Requests vehicles are moved when incorrectly parked in a Board Member or handicapped space.  

Ensures signage in COB circle states that all parking is for Board Members only during Board 

meetings.  Issues temporary hang tags for parking in one of the Airport lots.  Distributes 

employee parking permits for the COB and helps coordinate yearly parking permit renewal.  

Coordinates with the Benefits Department to ensure employees enrolled in the Commuter Transit 

Subsidy Program are not also issued an employee parking permit.  Receives, records, deposits 

and tracks employee payments for parking permits. May patrol parking lots 1 and 2 and ensure 

hang tags (employee and/or temporary) are displayed and the vehicle is parked in the appropriate 

area. 

 

--Serves as facilities management support acting as central contact for Work Orders for 

maintenance, repair, or service in the COB.  Accepts requests for service, enters information in 

log, and contacts the appropriate organization, such as Engineering and Maintenance, pest 

control service, moving company, etc.  Periodically tours the outside of the COB to look for 

obvious maintenance issues.  Contacts Airport Operations and/or Airport Security for door 

malfunctions or alarms.  Follows up with requestor to ensure service was satisfactory and 

complete.  Endeavors to rectify unsatisfactory service. 

 

--Restocks Lunch Room, Pantry/Break Rooms, Board Conference Room, and Break Room/Copy 

Room with coffee, tea, water and other beverage supplies, as necessary.  May supply beverage 

service supplies to other areas such as Executive Offices, Office of Executive Vice President and 

Chief Revenue Officer, Board Office, etc.  Monitors stock on hand in storage; contacts vendor or 

purchasing agent for needed additional supplies. 

 

--Serves as Contracting Officer's Technical Representative (COTR) for assigned contracts by 

assisting with the procurement of goods and services under various contracts including COB 

interior plantscape, coffee, bottled water, vending machine services, and break-room medical 

cabinet supplies.  Assists the assigned Contacting Officer or Purchasing Agent by preparing 

statements of work (SOW), Independent Cost Estimates, contracts documents, and 

requisitions/purchase orders.  Monitors, inspects and evaluates vendor activity to ensure contract 

compliance; performs periodic review making cross-comparison between contractor logs and 

contractor invoices in order to verify and certify contractor-billed services.  Notifies contractors 

of unsatisfactory or incomplete work, equipment malfunctions, or other related problems; 

ensures contractors take appropriate corrective actions; documents all incidents.  Approves 

payments and resolves payment issues.  Maintains automated databases and spreadsheets of 

contractor activity, invoicing, and payments to support organization’s budget accountability and 

generate reports and summaries for Supervisor.  

 

--Performs a range of clerical/administrative support functions including, but not limited to, 

assisting with mass mailings, making copies, preparing P-Card monthly report for the Vice 

President’s approval and submission to Accounting, maintaining budget accounts for assigned 
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COTR responsibilities and in support of Department’s budget,  and producing typed or word 

processed documents and spreadsheets from rough draft, verbal instructions or taped material 

utilizing standard features of spreadsheet or word processing software; proofing documents for 

accuracy, completeness and adherence to Airports Authority style, format and appearance 

standards; balancing Department P-Card transactions; and filling in for executive-level 

Administrative Assistants.   

 

--Ensures COB Reception Desk guides and policy and procedures are maintained and updated; 

suggests modifications to existing guides and policies and procedures, as appropriate.  

 

--Assists with the records management program ensuring accurate and timely storage, retrieval, 

and destruction of records in compliance with applicable legal and policy requirements. 

Coordinates document shred and electronic scan requests and updates inventory, delivery, or 

relocation of stored boxes.   

 

--Assists with the Airports Authority’s centralized Print Production Services program for in-

house and contracted graphic design, printing, and duplicating services and coordination of the 

procurement, maintenance, and servicing of copier machines and associated supplies ordering. 

 

--Communicates and interacts effectively with internal and external business contacts including, 

but not limited to, other members of the unit/team, other Airports Authority employees (such as 

officials, executives, managers, supervisors, professionals, and support staff), vendors/suppliers/ 

tenants, airport users, and the general public. 

 

--Uses a computer and (a) modern office suite software (such as MS Office) to communicate 

(email), plan, schedule, word process, prepare presentations and graphics, manipulate data 

(spreadsheets and databases), and research (includes Internet use to search for new vendors), 

(b) enterprise system/software for requisitioning, budgeting, time and attendance reporting, and 

other functions, and (c) special systems/software used in the Department.   

 

*Performs other duties as assigned.* 

 

Critical features of this job are described under the headings below. They may be subject 

to change through reasonable accommodation or otherwise. 

 

MINIMUM QUALIFICATIONS (MQs) 

 

To be rated qualified for this job, an applicant must meet all of the MQs listed below at the time 

of vacancy announcement closure. 

 

1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience, and training. 

 

2. Three years of progressively responsible experience (post high school) providing administrative 

support work that includes substantive work in most of the DUTIES in this job description to 

include: (a) front desk reception, (b) setting up for meetings, (c) providing support services 
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such as: motor pool, building management, records management, and copy and print 

services, and clerical support; (c) assembling information, (c) requisitioning and maintaining 

supplies, and (d) performing budget/accounting support. 

 

One year of the three years of experience must include as a receptionist for an office/building 

of at least 100 persons. 

 

PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but they are not required to be rated qualified for this job. 

 

None. 

 

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER FACTORS (KSAOs) 

 

The following KSAOs are required for successful performance of this job and are a basis for 

rating and ranking applicants who are found to meet the MQs.  Local, Federal, airport industry, 

or Airports Authority specific bodies of knowledge listed below may be acquired on the job, 

typically; ability to rapidly acquire them is required at the time of vacancy announcement 

closure. 

 

1. Knowledge of, and skill in, (a) screening callers and receiving visitors, (b) compiling, 

assembling, proofreading and/or typing documents, (c) setting up for meetings  (d) 

maintaining calendars and scheduling appointments, (e) requisitioning supplies, equipment, 

etc., and maintaining supply inventory levels, (f) coordinating computer and other conference 

room logistical support, (g) completing or reviewing forms to ensure they are complete and 

accurate (such as having proper account codes on them) and (h) performing other types of 

administrative and clerical duties common to modern offices in support of the work of 

professional and administrative staff. 

 

2. Knowledge of the Airports Authority’s and the Department’s organization, functions, 

programs, policies, and procedures sufficient to support the COB receptionist desk daily 

operations and activities, to aid COB employees and visitors, coordinate building 

maintenance activities, and perform similar support services functions. 

 

3. Interpersonal skills to interact effectively with business contacts in a businesslike, customer 

service-oriented manner. 

 

4. Skill in oral communication to understand verbal information (including instructions, 

descriptions, and ideas) and to express such information verbally so that others will 

understand. This includes the ability to encourage oral communication by others. Examples 

include exchanging routine and non-routine with others concerning requests for services, 

customer service issues, etc., and identifying COB administrative and operational needs, and 

determining vendor capabilities. 
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5. Knowledge of the procedures and policies relating to the Airports Authority's procurement 

programs sufficient to administer contracted services including helping to determine supply 

sources, monitoring expenditures, evaluating contractor performance, and resolving 

discrepancies in accounts or contract provisions. 

 

6. Skill in problem solving to select, organize, and logically process relevant information 

(verbal, numerical, or abstract) to solve a problem. Examples include scheduling conference 

rooms, reviewing contract documents to verify accuracy and compliance with contract terms, 

and completing incident reports.  

 

7. Skill in written communication to understand written information (including instructions, 

descriptions, and ideas) and to express such information in writing so that others will 

understand. Examples include reading (spelling, punctuation, grammar, vocabulary, formats 

and other clerical matters) to proofread and type documents, to recognize unclear information 

or incorrect data, and to draft new policies and procedures. 

 

8. Skill in using a computer and (a) modern office suite software (such as MS Office) to 

communicate (email), plan, schedule, word process, prepare presentations and graphics, 

manipulate data (spreadsheets and databases), develop reports, and perform research (Internet 

use to search for new vendors);  (b) enterprise systems/software for requisitioning, 

budgeting, time and attendance reporting, and other functions; and (c) special 

systems/software used in the performance of DUTIES. 

 

RESPONSIBILITY  Is responsible for providing a complete range of frontline receptionist 

duties for the COB and administrative support functions to the Department on assigned shift to 

assist with the day-to-day operation of the COB and the Department.  Work directly impacts 

efficient daily operation of the reception area of the COB and supports the accomplishment of 

work of the Department other Airports Authority staff and officials in the COB.  

 

Reports to the Support Services Technician (Supervisor). Most work flows to the incumbent as a 

result of assigned functions and processes. Other work is typically in the form of special 

assignments received from or through the Supervisor. The Supervisor provides broad objectives 

and policy guidance for recurring assignments and, as necessary, in consultation with the 

incumbent, brief instructions and time frames for assigned special projects; initiative is 

expected.  Independently performs work and solves routine problems in accordance with 

established priorities, regulations, policies, procedures, and standards. The incumbent 

collaborates with and keeps the Supervisor informed and typically elevates only highly complex 

or highly sensitive issues for assistance in resolution. Special assignments are usually reviewed 

at assigned milestones or at end.  Work is typically reviewed in terms of quantity, quality, 

timeliness, customer service, teamwork adherence to guidelines, and other factors, including 

specific performance management requirements.  

 

Guidelines and references include Airports Authority function statements and organization 

charts, Reception Desk Quick Reference Guide, Reception Desk Quick Call Directory, 

established Department and Airports Authority regulations, policies, procedures and guidelines 

regarding contracting, budgeting, and administrative matters, style manuals, software manuals 
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and secretarial guides.  Incumbent selects and applies the appropriate guide, strictly adhering to 

most, but adapting others, as appropriate according to specific situations. 

 

EFFORT The work is primarily sedentary and typically requires light physical effort as in 

opening/closing file drawers, lifting and carrying small boxes, pushing cart with coffee supplies, 

etc. Incumbent sits for extended periods while performing desk work; moves about to distribute 

materials, and to inspect building activity and operations, vendor equipment operability, and 

location and condition of Airports Authority property, etc.  Regularly uses a computer to make 

temporary badges, perform data entry in logs, develop reports, and perform other tasks; operates 

other office equipment. Continuously exchanges information by telephone. Regularly reviews 

contracts and regulations containing small print.   

 

WORKING CONDITIONS Works primarily in an adequately lighted, ventilated and 

temperature controlled setting.  May experience some job pressure due to changing priorities or 

calls/visits from irate/impatient/rude persons complaining about service problems, parking 

restrictions, etc., or disruptive building/office activities (construction, repair, etc.).  May be 

exposed to some adverse weather conditions when patrolling parking lots.   

 

OTHER SIGNIFICANT JOB ASPECTS  None 

 

 


