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

responsibilities to this job at any time. 

 

DUTIES Serves as a full performance level Employment Specialist in the Employee Resources 

and Personnel Management (ERPM) Department within the Office of Human Resources (Office) 

of the Metropolitan Washington Airports Authority (Airports Authority).  Performs a variety of 

standard and non-standard assignments in the human resource (HR) management areas of 

recruitment, selection and placement.  Recruits, screens/tests applicants for a wide variety of 

jobs, recommends ways to improve applicant pools, and gives advice on recruitment, selection, 

and placement processes. Provides information to, and coordinates with, line managers and 

employees concerning recruitment, selection and placement policies and programs. Coordinates 

the recruitment process for individual recruitments, multi-position public safety recruitments, 

and special large scale hiring of career and non-career personnel: develops outreach and vacancy 

marketing strategies, composes vacancy announcements and special emphasis recruitment 

postings, assists in development and delivery of recruiting outreach (through the Internet, job 

fairs and other means) to increase applicant diversity and quality, applicant screening, applicant 

testing and other selection activities; and performs related recruitment and selection functions for 

new hires for vacancies, selections for promotion and other types of competitive placement 

activities of the Airports Authority.  Processes, or oversees the processing of, all types of official 

personnel transactions.  Performs related functions.    

 

--Identifies recruitment sources and assists with development of recruiting strategies, including 

liaison with applicant sources. 

 

--When a recruitment or competitive promotion action is initiated by a requesting unit, reviews 

the request and the official job description to ensure it is up-to-date so that minimum 

qualifications needed for successful performance are current.  Identifies primary screening 

questions for basic eligibility/minimum qualifications assessment, and identifies the subsequent 

selection criteria/processes for those who pass the primary screening. Discusses the job with 

requesting management or the Compensation Department to ensure multi-party agreement on 

major duties, responsibilities and other job features and to help ensure legal, valid, reliable, 

sufficient and practical selection instruments are used. 

 

--Writes vacancy announcements for internal postings (including the Internet and the Airports 

Authority’s webpage) and advertisements for use in newspapers, industry/trade publications, 

etc.; may draft or review vacancy advertising copy by/for contract recruiters. Identifies and 

reaches out to specialized sources of job applicants, as deemed necessary, such as professional 

organizations which target certain occupations or industries, executive or technical search firms 

and affinity groups. Provides general background information on the Airports Authority and 

basic data on employment/career opportunities, compensation and benefits with the 

public/applicants/candidates/general and specialized sources of applicants. 

 

--Applies multiple screens to applicants (such as screening for possession of minimum 

qualifications, rating/ranking of qualified applicants, using formal testing processes, or other 

validated selection instruments) to facilitate identification of the best qualified personnel (or test 
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register) or to verify the acceptability of results of tests or the work of rating panel, such as 

checking tabulations, agreement/disagreement and thoroughness. When rating/ranking panels are 

used, orients panel members to their responsibilities, instructs them in the use of the specific 

selection criteria for the subject job, then monitors their work, providing on-the-spot or follow-

up assistance, as required. Prepares for the selecting official a list of the best qualified candidates 

(or a test register), and assists in the facilitation of follow-on processes (such as interviews, 

background investigation, medical exam, etc.). 

 

--As assigned, administers entry-level and promotional public safety testing programs to include 

procurement of materials, test site(s), testing monitors, and security and inventory of test 

materials.  Announces test, ensures distribution of test preparation materials (as appropriate) to 

qualified applicants, proctors examination with assistance from other HR staff members, sets up 

and scores tests, notifies test takers of results, refers passing candidates to appropriate 

department for further screening, or coordinates any or all of these processes with test 

administration consultant.  May train interview panels to conduct structured interviewing. 

Provides statistical summaries of Equal Employment Opportunity (EEO) data, pass/fail rate, test 

attendance and test registers to supervisor and department managers.  Informs test participants 

concerning test process and final results, improvement methods, etc. 

 

--As assigned, may help develop and implement competency models and structured interview 

instruments for use in assessment of applicants across an occupational category, a leadership 

level or another type of grouping. 

 

--Provides liaison with unit having the vacancy concerning the new hire compensation package. 

As required by established policy, coordinates review of proposed new hire compensation 

package with the Compensation Department.  Upon completion of all pre-employment 

clearances, notifies applicant(s) selected for hire/promotion/other placement (verbally and in 

writing). Coordinates with HR technicians to ensure that all applicants not selected for vacancies 

or other merit staffing opportunities are notified. Answers questions concerning first date of hire, 

employee benefits, salary information, etc., and provides liaison with selectee until on-boarding, 

orientation, or other end-of-staffing-action occurrence.   

 

--Maintains complete recruitment/selection case files. Writes replies to sensitive correspondence 

(such as recommendations to management on requests for reasonable accommodation). As 

necessary, reconstructs case files for EEO and Equal Employment Opportunity Commission 

(EEOC) investigators. Prepares arguments in support of the Airports Authority’s actions orally 

or in writing, as appropriate. 

 

--Assists in development of employment policy and substantive and procedural steps related to 

employment issues and, on a daily basis, answers questions and provides guidance to employees 

and managers on the application of the Airports Authority’s employment programs, systems and 

procedures to attract and promote a high quality diverse workforce. Writes procedural memos to 

managers and employees on these programs and other matters (such as reasonable 

accommodation, testing processes and special employment programs). 
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--Keeps abreast of Federal and Virginia regulatory changes and ‘best practices’ in employment 

as they may impact the Airports Authority, evaluates impact on programs and procedures, and 

makes recommendations for alterations to ERPM Department programs to ensure continued 

compliance, to add value to existing services, or to expand services. 

 

--As assigned, monitors and coordinates work of lower grade employment specialist(s) and 

technician(s). Assigns tasks, provides guidance and assists with the resolution of problems. 

Reviews completed work for technical quality through a periodic review of case work completed 

or in progress. Provides assessment of work performance to the ERPM Department Manager. As 

assigned, trains new employees in ERPM Department and Office policies, procedures and new 

initiatives. 

 

--Reviews incoming Requests for Personnel Action (form PE-10) of all types (including, but not 

limited to, requests for recruitment, promotion, separation, change to lower grade) for 

correctness, including but not limited to, correct personnel action, proper job grade/title/code, 

proper position information/authorization, and compliance with Airports Authority personnel 

action processing procedures. Contacts submitter for clarification, as needed. Brings 

questionable items to the ERPM Department Manager for revolution, providing 

recommendations as appropriate.  Prepares supporting forms, memos, notices, etc.  Enters data 

and completes pertinent items of each form PE-10; ensures appropriate 

routing/coordination/completion and confers with other units in HR, as appropriate. 

 

--May review final personnel action documents (mainly form PE-15, Notification of Personnel 

Action, but also supporting forms, memos and notices) for accuracy and completeness prior to 

submission for ERPM Department Manager, or to another authorized official, for signature. 

Reconciles any errors and anomalies with the staff involved, or brings them to the attention of 

the ERPM Department Manager as deemed necessary. 

 

--May revise forms or templates used for conditional/final offers of employment, notices of 

temporary promotion, etc. May conduct special projects that involve inter-disciplinary HR issues 

(such as job evaluation, career ladders and career progression) and multiple, varied operational 

units (such as Public Safety and Airport Operations). 

 

--May regularly attend staff meetings of major organizational units to personally relay staffing 

policy and ERPM programmatic decisions, and to discuss perceived problems which may be 

resolved informally.  

 

--May prepare status reports for vice presidents related to employment work performed on their 

behalf. 

 

--May maintain data on authorized positions and employment levels and may prepare a cyclical 

and as-needed report for staff use.  May prepare special reports, as needed, such as turnover 

reports. 
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--May conduct benchmarking and market analysis research to analyze existing employment 

programs, to identify industry trends in HR management as they may be applied to the areas of 

recruitment, selection and placement, and to collect ideas for new employment programs and 

services. May assist in the development/implementation/improvement of interdisciplinary HR 

projects. 
 

--May assess employment needs for specified organizational units, conduct utilization reviews, 

identify gaps in service, and develop and recommend the establishment of new or enhanced 

administrative procedures and new ways to structure and deliver services. 

 

--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, 

managers, supervisors, professionals, and support staff), applicants and the general public.  

 

--Uses a computer and (a) modern office suite software for various applications such as, but not 

limited to, planning/scheduling, communicating (email), word processing, manipulating data 

(databases and spreadsheets), making charts/graphs/presentations, and researching (Internet), (b) 

enterprise software for requisitioning, budgeting, time/attendance reporting and performing other 

functions, and (c) specialized software such as the Office’s HR information system, applicant 

tracking software, personnel transaction processing software, etc. 

 

--Drives or uses a sedan landside to get to/from interviews or meetings at various Airports 

Authority work sites, off-site job fairs, etc.  

 

--As requested, substitutes for the Manager, ERPM Department in his/her absence. 

 

--*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 bachelor’s degree in any field providing a strong foundation for success in the DUTIES in 

this job description, or an equivalent combination of education, experience and training that 

totals four years. 

 

2. Five years of progressively responsible experience in HR with emphasis on recruitment, 

selection and placement work that includes (a) performance of substantive work in most of 

the DUTIES in this job description, including, but not limited to, (i) recruitment sourcing, 

outreach-liaison, advertisement, and vacancy announcement development, (ii) new hire and 

promotional selection processing (including application of minimum qualifications and 



S83300A, page 5 
 

advisement of rating/ranking panels and merit staffing case documentation), and (iii) 

coordination and completion of personnel transactions, and  (b) demonstration of knowledge 

of, and skill in applying, a wide range of HR concepts, laws, policies, practices, analytical, and 

diagnostic methods and techniques, with emphasis on recruitment, selection and placement, 

sufficient to solve a wide range of complex, interrelated HR problems and issues.  
 

A master’s degree in any field providing strong foundation for successful performance of the 

DUTIES in this job description may be substituted for two of these five years. 

 

PREFERRED QUALIFICATIONS 

 

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

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

 

1.  Substantive experience in recruitment, selection and placement in the public sector.  

 

2. Certification as a Senior Professional in Human Resources (SPHR) or an equivalent 

certification that results from testing of HR knowledge that includes recruitment, selection 

and placement matters at ‘junior’ and ‘senior’ levels.  

 

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. Thorough (full performance level) knowledge of recruitment, selection and placement 

programs, processes and procedures, knowledge of generally accepted merit principles, 

knowledge of HR records management and knowledge of fundamentals of other HR 

disciplines (such as job evaluation, compensation and benefits) altogether to provide 

effective employment services (including advice to line managers on recruitment tactics and 

information to employees and applicants on merit selection/promotion requirements, policies 

and procedures), to provide or oversee personnel action processing services, to perform 

special projects that may involve inter-disciplinary issues, and to perform related functions. 

 

2. Knowledge of key legal requirements, including Title VII, pertinent parts of the Americans 

With Disabilities Act (such as its employment provisions) and the Age Discrimination in 

Employment Act, and knowledge of key regulatory standards (such as the Uniform 

Guidelines on Employee Selection Procedures as they pertain to selection criteria 

development/validation and use) altogether to apply current programs on a day-to-day basis 

in legally compliant and ethical ways and, as assigned, to assist in the 

development/implementation/improvement of employment programs/processes or 

interdisciplinary HR projects. 
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3. Thorough (full performance level) knowledge of Airports Authority recruitment, selection 

and placement and official personnel transaction programs, policies, processes and 

procedures.    

 

4. Knowledge of emerging workforce and work place issues/trends as they are pertinent to the 

functional area of employment (including supply-demand of labor for specific occupations 

and implications of technology on skill sets within and outside the immediate workforce) 

sufficient to identify sources, conduct liaison and outreach, and perform related functions in 

support of facilitating employment of a well-qualified, diverse workforce.   

 

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

(verbal, numerical, or abstract) to solve a problem. This includes the ability to recognize 

subtle aspects of problems, identify relevant information, and make balanced 

recommendations and decisions.  Examples include assessing the pertinent labor market for a 

vacancy and identifying sources of applicants, conducting outreach and liaison and following 

through to increase applicant diversity and quality, monitoring and coordinating the work of 

supporting HR technicians to keep supporting employment processes on track, and assessing 

forms and processes and recommending ways to improve them.    

 

6. Skill in oral communication to understand verbal information (including facts, assertions, 

ideas and arguments) and to express such information verbally so that others will understand 

and, in certain circumstances, be convinced or persuaded. This includes the ability to 

encourage oral communication by others, such as the general public at job fairs and other 

venues concerning their employment interests. Examples include exchange of routine and 

non-routine information with line managers, applicant sources and applicants concerning 

vacancies, with line managers and employees concerning the full range of official personnel 

transactions (this includes explanation of processes and procedures); with applicants and 

others concerning results of screenings for minimum qualifications and results of 

rating/ranking panels (results may be adverse); and with selectees regarding compensation 

and benefits packages.   

 

7. Skill in written communication to understand written information (facts , assertions, ideas 

and arguments) and to express such information in writing so that others will understand, 

and, in certain circumstances, be convinced or persuaded. Examples include reviewing 

applications, resumes and job descriptions for key content, reviewing or drafting rating and 

ranking plans, drafting vacancy announcement copy, filling in forms and form letters, 

revising forms and form letters to improve clarity, and reviewing written work of this nature 

by others, such as line managers and lower grade employment specialists/technicians.   
 

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

service-oriented manner.  This includes, at times, developing rapport with key contacts (who 

may represent diverse backgrounds and perspectives) to help ensure effective working 

relationships and excellent customer service.  
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9. Skill in using a computer and (a) modern office suite software (such as MS Office) to plan, 

schedule, communicate, word process, manipulate data, prepare presentations, perform 

research, etc.; (b) enterprise systems/software for requisitioning, budgeting, time and 

attendance reporting, etc., and (c) special systems/software for various functions such as HR 

information, applicant tracking, personnel transaction processing, etc. 

 

RESPONSIBILITY Serves as a full performance level Employment Specialist of the Airports 

Authority by performing a variety of standard and non-standard assignments in the HR 

management areas of recruitment, selection and placement.  Exercises full technical responsibility 

for administering assigned employment program areas, which usually involve recruitment, 

placement and placement work across a wide range of occupations for multiple, varied 

organizational units.  Work facilitates selection and promotion of a well-qualified, diverse 

workforce. 

 

Reports to the Manager, ERPM Department (Supervisor). Supervisor makes continuing assignments 

in terms of functional responsibilities.  Most work comes to the incumbent based on responsibilities 

and workflow.  The Supervisor typically makes special assignments, including project assignments, 

in terms of scope, objectives, resources, timelines, possible approaches and other factors; together, 

the Supervisor and the incumbent typically finalize the approach and other parameters.  The 

incumbent plans and carries out work independently, keeping the Supervisor informed of 

particularly complex problems, high visibility issues and sensitive situations as they arise; however, 

incumbent is expected to take a thorough and thoughtful approach to problem solving (to include 

identification and assessment of options and recommendations) before referring to the Supervisor, 

with assessment of issues and options for resolution, for supervisory guidance/decision. Recurring 

work is expected to be technically accurate and thorough. Typically, work is subject to review in 

progress or upon completion for quality, quantity, timeliness, teamwork, customer service and other 

factors, including specific performance management requirements; however, reliance is placed on 

the incumbent for detailed planning and proper execution of all steps. 

 

Guidelines include, but are not limited to, Title VII, pertinent parts of the Americans With 

Disabilities Act (such as its employment provisions) and the Age Discrimination in Employment 

Act, and other regulatory guides; Airports Authority recruitment, selection and placement and 

official personnel transaction programs, policies, processes and procedures; specific job 

descriptions (including minimum and preferred qualifications and other requirements) and 

related crediting plans for rating and ranking qualified applicants; and fundamentals of related 

HR disciplines.  The incumbent selects and closely adheres to some guides, such as merit 

selection procedures and applicant/selectee notification processes.  The incumbent uses sound 

judgment to select and apply, or to adapt/adjust, other guides to specific situations such as 

selection of recruitment approaches and sources for hard-to-fill positions or to increase applicant 

volume, quality and diversity. 

EFFORT Work is mainly sedentary. May sit for extended periods when doing desk work. 

Moves about to retrieve files and meet with staff or visitors. Travels to other sites to meet with 

employees and managers, give presentations/orientations, interview employees about their jobs, 

proctor examinations and perform other job functions. Communicates by telephone regularly. 
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Expresses oneself clearly in presentations to groups. Regularly uses a computer and other 

electronic equipment to make computations, prepare spreadsheets, draft correspondence and 

access/manipulate databases. Regularly reviews documents containing small print. Typically 

exerts light physical effort in opening/closing file drawers, transporting program documents or 

testing materials (weighing up to 25 pounds), and performing similar work activities on a 

recurring basis. In driving, operates vehicle using judgment based on weather, traffic and other 

factors. 

WORKING CONDITIONS Works primarily in an adequately lighted, adequately ventilated, 

and temperature controlled office setting. Occasionally, may visit work sites of trades or public 

safety employees (in shops, out-of-doors, etc.). Is subject to a degree of job pressure or 

frustration from interpersonal conflicts (such as belligerent applicants who have not been rated 

qualified or selected, selecting officials who are impatiently awaiting the completion of staffing 

action), and tight deadlines. 

OTHER SIGNIFICANT JOB ASPECTS Is subject to working evenings or weekend hours in 

accordance with testing requirements, job fair schedules and other employment-related functions. 


