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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. 

 

FUNCTIONAL DUTIES  Serves as the Emergency Preparedness Coordinator for the Metropolitan 

Washington Airports Authority (Airports Authority). Ensures integration of emergency management plans 

developed by and among all Airports Authority Offices for Ronald Reagan Washington National Airport 

(DCA), Washington Dulles International Airport (IAD), and the Dulles Toll Road (DTR). Coordinates 

with and serves as liaison to Federal, state, and local agencies, airport tenants, and emergency relief, 

community service, business, and industrial organizations regarding emergency management planning 

activities. Assists in coordinating, designing, conducting and evaluating emergency preparedness 

training activities. Provides guidance, training and advice to Airports Authority Offices for developing 

emergency, disaster, and business continuity plans. Conducts research and prepares and presents reports 

on preparedness status and activities as well as on proposed legislation affecting Airports Authority 

emergency management plans. Performs related functions. 

 

--Assesses, analyzes and evaluates Airports Authority emergency management plans (including 

preparedness, response, recovery, mitigation, and business continuity plans), policies, practices, 

procedures, and capabilities to identify deficiencies and to identify training needs. Prepares reports and 

makes recommendations for actions needed to address deficiencies and training needs. 

 

--Coordinates emergency management plans (including emergency, disaster, and business continuity 

plans) developed by and among all Airports Authority Offices to ensure the plans are internally 

integrated and are coordinated with air carriers, tenants, local, state and Federal government departments 

and agencies, and emergency relief, community service, and business and industrial organizations. 

 

--Assists Airports Authority organizations (such as the Police Department, the Fire and Rescue 

Department, and the Airport Operations Departments of DCA and IAD) in the design and conduct of 

training activities (such as tabletop, functional and full-scale exercises and drills) to test and evaluate 

plans, and to train and rehearse the Airports Authority, air carriers, tenants, local, state and Federal 

governmental agencies, and emergency relief organizations in emergency and disaster plans. Uses the 

Federal Department of Homeland Security’s Homeland Security Exercise and Evaluation Program 

(HSEEP) doctrine/methodology to identify and develop exercise objectives, design the exercise 

scenario, create documentation, conduct and evaluate the exercise, and coordinate logistics and 

participation.  

 

--Observes training activities and collects and analyzes data to evaluate, assess, and prepare and present 

reports on the outcomes of the activities. Makes recommendations for corrective action and develops 

improvement plans to improve preparedness. 

 

--Uses emergency planning guidelines [such as the Federal Department of Homeland Security 

(DHS)/Federal Emergency Management Agency’s (FEMA) National Incident Management System 

(NIMS) and Incident Command System (ICS), and the Federal Aviation Administration’s Safety 

Management System (SMS)], to advise, guide and train Airports Authority Offices and Departments to 

develop emergency, disaster, and business continuity plans. May assist and support Airports Authority 

employees drafting, testing, evaluating, updating and maintaining emergency, disaster, and business 

continuity plans and procedures.  Develops training programs (including instructional plans, schedules, 
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and training materials), for classroom and field training of Airports Authority employees in emergency, 

disaster, and business continuity planning. Identifies learning objectives and determines the training needs 

of individuals and groups.  Personally conducts training and supervises, evaluates, and coordinates training 

provided by contractors or others. Develops educational material and literature on emergency and disaster 

readiness for distribution to various sectors/employees of the Airports Authority community including 

Airports Authority employees, air carriers, tenants, and vendors. 

 

--When necessary or as directed, reports to the Airports Authority Emergency Operations Center (EOC), 

the DCA or IAD Operations Centers, or to other locations such as incident command posts or local, 

state, or Federal facilities, to observe and report to the Chief Operating Officer (COO) on the status of 

planning, response, recovery, and mitigation activities during emergencies or training exercises.  

 

--Plans and coordinates the establishment and staffing of on- and off-airport assistance centers with 

local, state, Federal, business and emergency relief organizations to provide assistance to employees, 

victims, and victims’ families during and after an emergency or disaster incident. 

  

--Participates in briefings of local elected officials, visiting officials, and others regarding the Airports 

Authority's emergency and disaster management programs. 

 

--Identifies and analyzes proposed Virginia and Federal legislation to determine possible impact on the 

Airports Authority's emergency and disaster management plans including potential changes to Airports 

Authority emergency management plans. Makes recommendations on positions for the Airports 

Authority to take regarding proposed legislation. 

 

--Conducts Internet and other research to keep abreast of and make recommendations on developments 

in the field of emergency management, disaster, and business continuity planning, and to identify and 

evaluate grant opportunities to enhance emergency and disaster management preparedness programs. 

Assists the Office of Finance in preparing grant applications, related requests for proposals and 

contracts, and complying with terms of grant awards. 

 

--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), local, state, and Federal departments and agencies, air 

carriers, tenants, consultants, vendors, suppliers, and emergency relief and community service 

organizations, to coordinate emergency, disaster, and business continuity planning. 

 

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

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

and spreadsheets), charts/graphics and presentations, (b) enterprise software for time and attendance, 

payroll, and other functions, and (c) specialty software for planning and evaluating emergency plans. 

 

--Drives a sedan or similar vehicle landside, and airside as needed, to travel to emergency operations 

centers, incident command posts, training locations, and to attend meetings. 

 

--*Performs other duties as assigned.* 
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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 Emergency Management, Public Administration or 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. Six years of progressively responsible experience (a) developing and coordinating emergency and 

disaster response plans, business/operations continuity plans, recovery plans, hazard mitigation plans 

and the like, (b) identifying associated training needs, developing training materials and conducting 

or monitoring training (including planning and coordinating tabletop and field training exercises), 

and (c) using Federal, state and local emergency preparedness guidelines (such as, but not limited to, 

NIMS and HSEEP).    

 

Two of these six years of experience must have been at the management level.  

 

A master’s degree in any field that provides a strong foundation for successful performance of the 

DUTIES in this job description may be substituted for two of these six years of experience, but may not 

be substituted for the two years at the management level. 

 

3. Certified Emergency Manager (CEM) certification by the International Association of Emergency 

Managers (IAEM), or Professional Emergency Manager (PEM) certification through the Virginia 

Emergency Management Association (VEMA), or a state level certification equivalent to PEM, or 

ability to obtain certification within 120 days of the date of the Final Offer Letter.  A qualified 

candidate who is selected, but lacks IAEM, PEM, or an equivalent state level certification, will have 

120 days from the date of the Final Offer Letter to obtain certification. 

  

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. 

 

1. Experience in emergency management at (a) the management level for (b) a large organization (c) 

requiring coordination and planning between multiple local, state, and Federal emergency 

management and law enforcement/fire-rescue entities. 

 

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 
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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. Comprehensive knowledge of the concepts, theories, principles and practices of emergency 

management, including the DHS/FEMA’s NIMS and ICS, and the FAA’s SMS, to provide guidance 

and technical advice, and to coordinate the development, implementation, testing and evaluation of 

emergency and disaster plans by and among Airports Authority organizations and with multiple 

outside entities (such as local, state, and Federal jurisdictions, emergency management and law 

enforcement/fire-rescue agencies, and non-governmental organizations) to ensure preparedness for 

response, recovery, and mitigation of emergencies, disasters, and mass casualty incidents. 

 

2. Comprehensive knowledge of the theories, doctrines, principles, practices, and techniques (such as 

the DHS’s HSEEP) for designing, planning, conducting and evaluating exercises and drills to 

ensure that the appropriate policies, standards, plans, protocols and procedures for responses to 

emergency situations have been prepared and tested to produce those responses. 

 

3. Knowledge of the organization, responsibilities and operations of the Airports Authority’s Offices 

and Departments, such as the  Office of Public Safety (including the Police Department, the Fire 

and Rescue Department, and the Emergency Communications Center), the Airport Operations 

Departments and the Engineering and Maintenance Departments of DCA and IAD, and the Office 

of Communications, the layout of the airports, the organization and jurisdiction of other fire and 

police departments and related mutual aid agreements in the area, and pertinent local, state or 

Federal laws, to coordinate multi-agency responses and solve operational and administrative 

problems during all phases of emergency management. 

 

4. Knowledge of adult learning principles and instructional design techniques to design, deliver, and 

evaluate training of Airports Authority personnel and others in emergency management and disaster 

planning and response. 

 

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 and identify relevant information to effectively coordinate planning for, and evaluation of, 

responses to emergency, disaster, and mass casualty incidents. 

 

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

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

cases, be convinced or persuaded.  This includes skill in encouraging effective oral communication 

by others during emergency conditions and in making formal presentations. 

 

7. Skill in written communication to understand written information, draw inferences, form hypotheses 

and develop logical arguments, and to express such information in writing so that others will 

understand, and in some cases, be convinced or persuaded.  This includes skill in the review of the 

written work of others (such as emergency and business continuity plans), preparing memoranda, 

developing plans, training materials, etc. 
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8. Interpersonal skills to interact effectively with business contacts in a businesslike, customer service-

oriented manner.  

 

9. Skill in using a computer and modern office productivity software for communicating (email), 

planning, scheduling, spreadsheets, and word processing to draft documents, prepare presentations 

and reports, develop and present training content and materials, conduct Internet research, etc.  

 

10. Ability to work under pressure, maintain emotional self-control and provide leadership during 

emergencies and other situations. 

 

RESPONSIBILITY  Is responsible for Airports Authority-wide coordination of the planning, integration, 

organizing, training, exercising, and evaluation of emergency and disaster management plans to ensure 

effective incident response, recovery, and mitigation.  The work directly affects the Airports Authority's 

ability to effectively protect life and property by preventing, responding to, recovering from, and 

mitigating emergencies and disasters. 

 

Reports to the Executive Vice President and Chief Operating Officer (Supervisor) who makes initial 

assignments in terms of functional responsibilities, overall objectives, priorities, and special 

considerations.  Special assignments are given in terms of general issues and expected results, unique 

problems, due dates, and similar factors.  The incumbent carries out work independently and keeps the 

Supervisor informed of overall progress and important events; resolves most technical or project 

management conflicts that arise without assistance. Consults with the Supervisor on unusual problems or 

developments by defining the problems and offering options for resolution, typically presenting them with 

thorough analysis, advice and recommendations.  Work is expected to be accurate, adequate and adhere 

to guidelines.  The work is reviewed for quantity, quality, timeliness, customer service, specified 

performance management goals and measures, and other factors.   

 

Guidelines include:  Federal and State laws and guidelines related to emergency management such as 

FEMA’s National Response Framework, NIMS, and ICS, and the Federal Aviation Administration’s Safety 

Management System related to emergency management and preparedness. The incumbent uses judgment 

and initiative to select, interpret and apply laws, regulations, guidelines and references and to make 

recommendations to improve preparedness.  

 

EFFORT  Work is primarily sedentary, but requires moving about to obtain work information.  The 

incumbent may sit for extended periods while performing desk work.  Regularly uses a computer, a 

telephone and other electronic equipment.  Typically exerts light physical effort in opening/closing file 

drawers, retrieving files and otherwise moving about.  Regularly uses a computer and telephone.  

Regularly reviews documents containing small print such as emergency plans and training materials.  

Operates a motor vehicle using judgment based on weather, traffic and other factors. 

 

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

temperature controlled office and conference rooms. However, may work in a temporary incident 

command post on the location of an emergency incident and could be exposed to hazardous conditions. 

While in the field during emergency response incidents or trainings is subject to adverse weather conditions 

and dust/grease/dirt. When airside, is subject to noise from aircraft. Wears hard hat, safety glasses, ear 

protection, boots or safety shoes, and other personal protective equipment, as necessary.  Is subject to job 
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pressures due to coordinating responses during emergencies, disasters, and mass casualty training or 

incidents requiring the need to quickly react to and resolve the numerous problems encountered during such 

incidents. 

 

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

essential services, emergencies and other reasons. May be required to occasionally work nights and 

weekends during training exercises. 

 

 


