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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 Planner/Scheduler in Shop 1 or Shop 2 (Shop) of the Equipment 
Maintenance Division in the Engineering and Maintenance Department at Washington Dulles 
International Airport (IAD), Metropolitan Washington Airports Authority (Airports Authority).  
Plans/schedules Shop work, assists in maintenance management and support activities, plans, 
analyzes and provides technical expertise to improve maintenance and repair operations of the 
Shop, and develops cost effective strategies to improve Shop productivity.  Forecasts, through the 
use of historical data, the need to replace capital and non-capital equipment and performs other 
related functions.   
 

Plans, schedules, and coordinates Shop work including monthly, weekly and daily scheduled 

maintenance activities, projects, approved fleet mechanical modifications, and safety related 

projects for IAD’s administrative vehicles and heavy equipment motor fleets assigned to the 

Division for maintenance including, but not limited to, Mobile Lounges and Plane-Mates, public 

safety and automotive fire apparatus, heavy construction and grounds keeping equipment, 

highway and runway snow removal equipment, standby generators, personnel lifts and forklifts, 

and passenger loading Jet Bridges.  Works closely with the Shop Supervisor, Shift Supervisors, 

and/or Heavy Equipment Mechanic Leaders to facilitate effective and efficient work planning.  

Reviews all requests for work and ensures requests are complete and accurately describe work. 

Establishes maintenance priorities and serves as the focal point for scheduling periodic, planned, 

and complex maintenance work.   

 

Initiates requests for any required materials needed for work in Shop. May source material and 
suppliers by telephone or Internet.  Checks for material availability, the estimated date of delivery, 
etc.  Coordinates actions with IAD Administrative Services Department, as necessary. May 
receive and inspect property and supplies to ensure they meet specified requirements. Maintains 
material receipt records and ensures delivery of material to appropriate assembly point. Arranges 
for pickup and movement of materials and equipment to job site, if necessary. 

 

Regularly schedules work across several trades including diesel mechanics, electro mechanics, 
welding, and painting.   Works with supervisors from other shops and their planners to coordinate 

work among the several shops at IAD.  Schedules and oversees the accomplishment of all out-

sourced maintenance within the Shop (vehicle safety recalls, vehicle body damage, machine work, 

contractor support, etc.). 
 

Ensures all safety related issues pertaining to Plane-Mate, Mobile Lounges, and Jet-Bridges are 

addressed in a timely manner when working in Shop 1. 

 
Recommends new procedures and improvements in the use of personnel, equipment, and space 

including conducting cost-benefit analysis of outsourcing maintenance services where necessary. 

Observes Shop utilization of personnel, equipment, and floor space and anticipates/plans for 
changes in material supply, workload, and manpower.  Investigates work stoppages due to 

material problems; takes or recommends corrective action.  Informs Supervisor and Manager, 

Engineering and Maintenance when material or manpower shortages threaten the completion of 

jobs.   
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Ensures bench stocks are adequate through the use of stock and store requests and through 
collaboration with the IAD’s warehousing functions for emergency service calls, standing job 
orders, special projects, and recurring maintenance requirements. Sources for items within other 
divisions in emergency situations.  
 
Oversees and monitors Shop Blanket Purchase Agreements (BPAs).  Acts as the Contracting 
Officer’s Technical Representative (COTR) on various service contracts; monitors contractor 
performance and adherence to price schedules and statements of work, approves invoices for 
payment, and prepares purchase requests. Maintains computerized database of all Shop property 
records. Assists Supervisor in the development of Shop’s annual budget; reviews quarterly 
expenditures against the budget to help ensure Shop is within budget and sufficient funding is 
available to complete work on hand. 
 
Uses a purchasing card (P-Card) for approved purchases in compliance with the Procurement and 
Contracts and the P-Card Manuals. 
 

Contacts equipment representatives for information regarding equipment specifications for new 

items that might be suitable replacements for existing, no-longer-made, items and new equipment. 
Writes and edits specification proposals for Procurement and Contracts Department regarding 

various equipment and vehicle purchases made by the Airports Authority at IAD.  Assists during 

final checkouts, commissioning, and start-up of new equipment.  

 
Coordinates and schedules all remote and in-house technical training including required Federal 

and Virginia environmental training and training on new equipment.  Schedules employees for 

required and trades-specific training and other events, as required. Ensures all training material is 

distributed to Shop personnel in a timely manner for course/training preparation. Provides input to 
the Supervisor in the identification of appropriate training opportunities for the Shop personnel 

and coordinates work schedules with the Supervisor to accommodate required training.  Works 

with Federal and Virginia agencies to identify emerging legal requirements that will affect Shop 

operations.  
 

Keeps abreast of technical developments and advancements in automotive and diesel mechanics, 
electro-mechanics, planning and scheduling, and related subject areas, as pertinent to the Shop of 
assignment, through Internet research, attendance at conferences, seminars, in-house and external 
training, and other means. 
 
Serves as Shop custodian for the maintenance of the computerized maintenance management 
system (CMMS) and Shop expert for CMMS use.  Provides assistance and coaching to Shop 
members in use of CMMS. Maintains essential records and files including maintenance, 
timekeeping, payroll, and cost distribution in CMMS.  Creates management reports, maintains 
records and files, and maintains on going shop records for backlogged work orders, missed 
frequencies, cancellations, partially completed work, etc., in CMMS.  Recommends system 
improvements. Tracks and interprets historical equipment cost information.  Loads facility 
information into the CMMS including activity, item, location, and periodic maintenance schedules 
for vehicles serviced in the Shop. 
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Maintains Shop records and prepares reports (e.g., weekly schedules, cost overruns, work that has 
been delayed, etc.) for management, as necessary.  Prepares reports to Police and Fire and Rescue 
Departments regarding their vehicles and Shop work. 
 

Participates in snow removal activities, as required, including acting as an equipment operator, 

team leader, and/or performing light mechanical repairs. 

 

Serves as liaison with Shop Virginia State Vehicle Safety Inspectors providing logistical support 

and vehicle tracking.  May assist journey level equipment mechanics in responding to emergency 

calls and complex diagnoses or repair on equipment or vehicles being worked on in the Shop.   

 
Interacts directly with airline station managers and Airport Operations Duty Managers concerning 
usage of, scheduled maintenance on, and major problems with, jet-bridges, Mobile Lounges and 
Plane-Mates. Meets with airline station managers on a regular basis for the purpose of scheduling 
corrective and preventive maintenance on passenger loading jet-bridges.  Ensures that 
maintenance and repairs of passenger loading jet-bridges, Mobile Lounges and Plane-Mates do not 
disrupt airline operations when working in Shop 1.  
 

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), vendors/suppliers/tenants/airlines, 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 (light word processing), and research (includes Internet 

use to search out products and keep up with technology); (b) enterprise system/software such as 

the Airports Authority’s Oracle system for procurement-logistics tasks, budgeting, time and 

attendance reporting, and other functions; and (c) special systems/software used in the Shop such as 

the CMMS to record work progress, document quality of finished work, and program periodic 

maintenance schedules for vehicles serviced in the Shop and the procurement and inventory 

control system (PICS) software to track Shop historical information. 

 

Operates a pickup truck or other vehicle, airside and landside, on and off the Airport complex to 

perform various functions.   

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

equivalent combination of education, experience and training. 

 

2. Five years of progressively responsible experience in the repair and maintenance of heavy and 

light mobile gasoline and diesel fueled equipment (e.g. trucks, buses, crash/fire equipment, 

construction equipment, etc.) including, but not limited to: repair and maintenance of electrical 

systems (up to 670V); repair and maintenance of vehicle heating, ventilation and air-

conditioning (HVAC) systems; repair and maintenance of auxiliary generators; and  repair and 

maintenance of associated mechanical and hydraulic systems and components. 

 

A fully equivalent combination of education and training beyond what is needed to satisfy MQ 

1 above may be substituted for up to two of these five years of experience (MQ 2) on a week-

to-week basis provided the education and training provide evidence of the knowledge, skills 

and abilities required by items MQ2. 

 

3. Experience or training demonstrating the ability to plan and schedule trade work such as 

the ability to analyze work orders and work requests to identify tasks, hours, skill sets, 

equipment, tools, parts, technical information and materials required; consider priorities of 

work; plan the sequence of work; estimate costs; prepare schedules; document assignment, 

approval, completion and reporting of work; and identify ways and means of improving 

productivity through planning/scheduling and related processes. 

 

4. A Class B commercial driver’s license (CDL) or ability to obtain a Class B CDL within 90 

days of hire, promotion, or placement into the job. 

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. Possession of a valid Class B CDL. 

 

2. Experience maintaining and repairing crash/fire equipment, police vehicles, other public safety 

equipment, construction equipment, snow removal equipment, buses, and trucks. 

 

3. Three years of experience in large-hub airport airfield and runway snow removal operations. 

 

4. Experience in contracting activities, logistics, warehousing, and purchasing. 

 

5. Licensed by the Commonwealth of Virginia as State Safety Inspector. 

 

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. Any local, Federal, 
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airport industry or Airports Authority specific bodies of knowledge listed below may be 

acquired on the job; ability to rapidly acquire them is required at application/placement.  
 
1. Knowledge of, and skill in, planning and scheduling skilled trade work. This includes skill in 

analyzing work orders and work requests to identify tasks, hours, skill sets, equipment, tools, 

parts, technical information and materials required; considering priorities of work; planning 

the sequence of work; estimating costs; preparing schedules; documenting assignments, 

approval, completion, and reporting of work; and identifying ways and means of improving 

productivity through planning/scheduling and related processes.  

 

2. Knowledge of heavy industrial, commercial, and light automotive equipment maintenance and 

repair to plan and schedule heavy vehicle and automotive maintenance and troubleshoot and 

repair of various systems, subsystems, assemblies and parts of a wide variety of vehicles and 

to plan, analyze, and improve operations of the Shop. This includes knowledge of complex 

troubleshooting as well as routine, recurring maintenance and repair as they apply to the heavy 

equipment maintenance and repair cycle as well as the mechanical makeup, operating 

characteristics (fluid level/viscosity, water temperature, fuel engagement/flow, allowable 

friction levels, etc.) and relationships for diesel, multi-fuel, and gasoline engines (supercharged 

and turbocharged), automatic and manual transmissions and gear reduction systems (torque 

converters, planetary gears, and more than one gear range), drive line assemblies (differentials, 

power dividers, and dual speed axles), hydraulic lifting, loading, turning and positioning 

systems (mechanical, hydraulic, and pneumatic controls), and HVAC systems.  
 
3. Knowledge of the operational processes of the Shop, the heavy equipment needs of IAD, 

Airports Authority procurement processes, suppliers, material management procedures and 

related subject matter areas, as well as cost control requirements, to accomplish core planning, 

scheduling, and equipment procurement functions.  

 

4. Knowledge of, and skill in reading and interpreting, engineering blueprints, schematics and 

‘as-built’ drawings.  Skill in developing new drawings or modifying existing schematics. 

 

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 problems and 

identify relevant information. Examples include analyzing maintenance and repair operations 

and ways to improve heavy equipment maintenance and repair operations; controlling costs; 

and planning, scheduling, and estimating time, quantities, costs, and other factors.   

 

6. Knowledge of, and the ability to apply, Federal, Virginia and Airports Authority safety rules 

and procedures associated with heavy vehicle maintenance and repair to work safely and to 

help ensure that the Shop’s operational procedures and practices are performed safely. 

 

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

schedule, communicate, word process, prepare and develop reports, and perform research 

(Internet use, as in searching for product information and keeping up with technology);  (b) 

enterprise system/software such as the Airports Authority’s Oracle system for procurement-

logistics tasks, budgeting, time and attendance reporting, and other functions; and (c) specialty 
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systems/software used in the Shop such as CMMS to track work and the PICS software to track 

historical Shop information.  

 

8. 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 technical information in parts catalogs and technical 

manuals, and writing contract specifications and sole source justifications for equipment and 

parts. 

 

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

service-oriented manner. 

 

10. 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 such as 

skilled trade workers  Examples include exchanging information on work processes, 

equipment, materials and other considerations essential to effective planning, scheduling and 

reporting of maintenance and repair work and discussing equipment modifications with 

manufactures.  

 

11. Ability and willingness to comply with holdover and recall requirements.   

 

RESPONSIBILITY Is responsible, as Planner/Scheduler for Mobile Lounge Shop, for 

reviewing work requirements, anticipating material and equipment for regular maintenance as well 

as repairs and special projects, estimating costs of projects, assisting in the documentation of 

preventive maintenance procedures, and related work that assists the Supervisor analyze, plan, 

schedule, and improving maintenance and repair operations for a large 24 X 7 organization, which 

includes work on jet-bridges, buses, heavy equipment and unique passenger conveyances such as 

when working in Shop 1. Reports to a Heavy Equipment Mechanic Supervisor (Supervisor). 

Supervisor assigns work in line with functional responsibilities, goals, and resources and provides 

other parameters for ongoing work, adjusting priorities as needed.  Supervisor provides general 

instructions concerning specific work assignments, new or revised procedures, and technical 

advice and guidance on special cases.  Within this framework, incumbent works independently on 

a day-to-day basis and advises the Supervisor on status of work in progress and significant 

problems.  Work is evaluated by soundness of decisions and effectiveness in coordinating with 

customers, other trades planners, engineers, work order clerks and other shop supervisors and 

meeting established requirements of quality, quantity, timeliness, teamwork, customer service, 

adherence to guidelines, and other relevant factors including specific performance management 

requirements. 

 

EFFORT  The work is primarily sedentary.  Frequently sits when doing planning/scheduling. 

Stands or stays in one position and walks or otherwise moves about to coordinate work or when 

meeting with Shop personnel and visiting job locations.  May move equipment and other objects 

weighing 20 to 80 pounds or more, or applies equivalent forces, as needed, while performing 

mechanical work, inspecting new equipment, operating heavy equipment, etc.  Uses computer for 

various applications. Reviews parts catalogues, technical manuals, schematics and other 
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documents containing small print on a regular basis. Regularly operates vehicles, airside and 

landside, around moving aircraft operating vehicles using judgment in consideration of weather, 

traffic and other factors.  Regularly communicates by radio and telephone.   

 

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

temperature controlled office setting, however, regularly performs work on the Shop floor, and 

other job sites, works as a mechanic, or participates in snow removal operations that subject the 

individual to inclement weather, excessive noise, dust, fumes, and other adverse conditions 

associated with equipment repair and maintenance work.  Takes care, follows general and/or 

special safety precautions to protect self and others and uses personal protective gear as 

appropriate.  Is subject to significant job pressures, frustrations and interpersonal conflict 

situations when there are major problems with jet-bridges or other time-sensitive and high-

visibility work and other similarly adverse working conditions.  

 

OTHER SIGNIFICANT JOB ASPECTS   Subject to holdover and recall on a 24-hour basis for 

essential services and emergencies such as snow removal.  

 

 


