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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 Paint/Sign Maker Planner/Scheduler for the Paint Shop at Washington Dulles 

International Airport (IAD). Reviews and screens all work requests, analyzes and researches job 

requirements, determines resource requirements including job personnel, materials, equipment, 

or other internal or external needs; creates detailed job plans, assembles planned job packages, 

performs small dollar procurement of materials, supplies, and equipment for work orders, and 

coordinates and schedules work orders. Designs, lays out, develops mock-ups, and fabricates 

signage based on work orders, specifications, drawings or oral instructions using computer 

software such as Adobe Photoshop. Serves as the primary contact for input of data into the 

Computerized Maintenance Management System (CMMS) including creating work orders, 

scheduling, verifying accuracy of inventory and accounting codes, etc. Maintains the records of 

work orders, reference libraries, interprets cost information, and develops accurate management 

reports. Recommends system improvements and assists supervisor with budget preparation, 

tracking, and analysis. Performs related functions. 

 

Reviews and screens work requests for completeness and accuracy of information and 

necessity/priority of work requested. Ensures descriptions of work are clear, requested work is 

needed, inventory and accounting codes are correct, and priorities and requested completion 

dates are realistic and provide appropriate lead-times. Obtains proper authorizations including 

engineering approvals and permits required for work that involves alterations and modifications. 

Develops preliminary estimates if required to obtain approval. 

 

Prepares detailed estimates of work orders for assembly into packages for approval of the job.  

Visits job sites and consults with the requestor and shop supervisor to ensure work requests 

accurately and precisely describe locations, job content, and scope. Takes necessary and exact 

measurements, determines types and amount of coordination required with other units, checks 

for safety hazards and determines safety requirements including necessary tag outs.  Develops 

job requirements, determines necessary steps, prepares sketches or takes photographs to 

document and clarify intent of the work or to serve as reference.  

 

Estimates the required personnel skill sets (e.g., craft and skill level) for each task by applying 

available benchmarks or other data for crew size and personnel hours for each task sequence. 

Creates detailed job plans that include identifying task dependencies by applying the Program 

Evaluation and Review Technique (PERT) or the Critical Path Method (CPM) network analysis 

to facilitate planning when appropriate such as when planning complex jobs. Determines the 

amount of travel or job preparation needed; required materials, parts, and tools; availability of in-

stock items; sources of items which must be ordered; and expense, time, and special handling 

issues associated with the disposal of materials. Completes detailed total cost estimates for labor, 

material, and external charges and coordinates and expedites necessary authorizations based on 

final cost estimates. Prepares Bills of Materials, requisitions for items in authorized inventory, 

purchase requests for direct purchases of materials or equipment rentals, and work orders for in-

house fabrication.   

 

Assembles job packages and coordinates approval of jobs with the shop supervisor and work 

requestor. Assembled packages include: detailed work orders, job plans by task with step-by-step 

procedures, site plans for set-up and tear down, labor deployment plans by craft and skill; 
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personnel-hour estimates; Bills of Materials; acquisition plans; required permits; clearances and 

tag outs; prints, sketches, and photos; special procedures; specifications, sizes, and tolerances; 

and other relevant references.  

 

Coordinates scheduling with other trades, departments and contractors as required. 

 

Designs, lays out, develops mock-ups, and fabricates signage based on work orders, 

specifications, drawings or oral instructions using graphic design software such as Adobe 

Photoshop, Microsoft Visio, or Gerber Scientific’s Omega 5 or Edge FX and measuring 

instruments such as rulers, squares, and compasses.  Determines the style, dimensions, letter size, 

color, spacing, margins, grammar, and abbreviations to achieve clarity, a pleasing effect, good 

eye appeal in accordance with the Airports Authority Design Manual. Advises requestor of 

changes needed to achieve the best effect.  Designs and fabricates traffic signs and stencils for 

roadway markings according to Federal, state regulatory specifications.  Designs and fabricates 

stencils and decals for lettering, numbering and Airports Authority logos.  Uses a sign-making 

computer to produce completed lettering (includes letters, numbers, symbols, and borders) for 

application to sign surfaces.   

 

Prepares final signage by a variety of methods.  May utilize precut metal forms for final sign 

preparation.  Occasionally paints sign background using brush, roller, or spray equipment in 

cases where a desired color is specified.  Applies reflective film and transfers lettering to the sign 

blank.  Uses a sign oven to achieve adhesion of lettering.  Sets proper margins, type size and lays 

out lettering backwards for production of the final signage.  Uses a stencil machine to cut 

lettering for stencils for application to vehicles and equipment.  Uses a silk-screen process when 

a high volume of signs is needed, e.g., three dozen “No Parking” signs.  Cleans work area, tools 

and equipment on completion of assignments. 

 

Orders all required materials, supplies, equipment and tools through the appropriate request 

process (such as requisitioning materials or using a Purchase Card (P-Card) for direct purchases) 

to ensure appropriate items and quantities are available when needed. Schedules, coordinates, 

monitors, and, as necessary, expedites delivery of materials and supplies to prevent or minimize 

work delays. Releases work orders for scheduling after all required resources are on-hand. 

Verifies details and quantities delivered match the order and resolves discrepancies; reconciles 

the P-card monthly.  

 

Prepares, and coordinates the preparation and staging of, job kits (the materials, supplies and 

equipment needed for each work order) according to the Weekly Master Schedule including 

obtaining items from the warehouse and documenting all requisitions in the CMMS. 

Collaborates with warehouse personnel to periodically review warehouse stock to ensure items 

are still required to be kept in stock; makes recommendations on whether to keep or dispose of 

stock. Coordinates with warehouse personnel to remove stock that is no longer required.  

 

Performs periodic inspections of painted surfaces, painted and fabricated signs, pavement 

markings, and fleet vehicles, including installed graphics to identify areas requiring maintenance. 

Investigates and researches causes of problems or situations requiring greater than expected 

recurring maintenance to develop alternative job approaches or solutions to minimize the amount 

of maintenance needed such as requirements for permanent solutions, whether components 
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should be repaired or replaced, whether materials should or can be made or bought, and the need 

for engineering consultation.  

 

Maintains and updates computerized database to ensure tracking of backlogged work orders not 

yet scheduled due to incomplete planning, pending review engineers, or availability of materials, 

equipment or site access. Creates reports of backlogged projects for management in preparation 

for weekly schedule coordination meetings. Remains abreast of customers’ workloads, short- and 

long-term plans, and priorities. Helps customers consider long-term issues to facilitate effective 

planning. Serves as the primary point of contact for customers to request work, gathers all 

information required for work orders, and apprises customers of schedules, status, coordination 

requirements, and maintains all job related documents.  

 

Moderates weekly planning meetings. Ensures all preventive/predictive routines are scheduled 

according to predetermined specifications. Prepares work programs that balance resources and 

workloads, define personnel-hours for crew work schedules and ensure requested or implied 

completion dates are met. Ensures all jobs regardless of priority are scheduled in a reasonable 

period of time. Coordinates daily schedule to incorporate new jobs and changed priorities of 

existing work orders already in the weekly plan. Issues the weekly schedule to employees. 

Ensures the Supervisor receives and understands the planning package for each scheduled job to 

approve and implement the plan. Monitors project tasks to ensure all agreed-upon supportive 

actions are performed on schedule. 

 

Serves as the primary point of contact for the input and maintenance of CMMS data. Ensures 

data related to maintenance, timekeeping, payroll input, and cost distribution are accurately 

coded and entered. Prepares and distributes accurate management reports and maintains essential 

records and files. Maintains shop records for backlogged work orders, missed inspections 

(frequencies), cancellations, and partially completed jobs, and examines reasons for such 

occurrences. Investigates cause of work stoppages, such as due to material problems, and takes 

or recommends corrective actions. Conducts cost-benefit analysis of whether it is better to 

perform maintenance services in-house or on contract. Tracks and interprets historical equipment 

cost information. Loads facility information such as activity, item, location, and schedule, for all 

paint and signage maintenance requirements into the CMMS. Provides first level technical 

support and training to employees in using the CMMS within the shop.  

 

Contacts equipment representatives for information regarding development of specifications for 

equipment or services required. Writes and edits specification proposals for various equipment, 

equipment testing, and tools purchased by the Airports Authority. Participates in final walk-

through, commissioning, and start-up of new equipment and facilities. Participates in budget 

preparation, tracking, and analysis. Assists the shop supervisor in periodic analysis of cost trends 

and provides recommendations for continual improvement. 

 

Serves as the Paint/Sign Shop’s subject matter expert for signage and painting issues and as a 

representative to various committees such as the Airports Sign Committee, Dulles Day Planning 

Committee, United Way Golf Tournament Committee, and other special function committees. 

 

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 and tenants. 
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Uses a computer and modern office suite software (such as MS Office) to plan, schedule, 

communicate (using email), word process (light word processing only) and perform research 

(Internet use, as in searching for materials and supplier information). Uses specialized software 

such as Adobe’s Photoshop, Microsoft’s Visio, or Gerber Scientific’s Omega 5 or Edge FX for 

graphic design or the CMMS to obtain/close out work orders and the supply and procurement 

modules of Oracle to requisition materials and supplies. Uses radio and telecommunication 

devices to exchange work information. 

 

Drives a pick-up truck, sedan, or similar vehicle to various airport locations to coordinate 

projects, deliver materials, and/or inspect work landside and airside. Operates a heavy duty 

vehicle to perform snow removal work. 

 

*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, and 

 

1. Six years of progressively responsible experience (post high school) in painting, sign-

making, or a similar field that includes substantive work in most of the DUTIES in this job 

description, and includes: 

 

A. Two years of experience in preparation, application, maintenance, and repair of paint 

and related coatings on interior and exterior surfaces including drywall, plaster, 

metal, and wood, and   

 

B. Four years of experience in the design, layout, fabrication, and installation of 

graphic sign work. Three of these four years must include experience using sign 

production-related software such as Adobe Photoshop, Microsoft Visio, or Gerber 

Scientific Omega 5 to design and develop mock-ups of commercial and other 

signage. 

 

2. Ability to obtain a Class B Commercial Driver’s License (CDL) within 90 days of hire, or 

placement into the job. 

 

3. Ability to plan and schedule skilled trade work such as developing detailed job plans that 

include total-cost estimates, labor requirements for craft and skill level, personnel-hour 

estimates, and equipment and material needs. 

 

PREFERRED QUALIFICATIONS 
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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 planning and scheduling skilled trade work such as developing detailed job 

plans that include total-cost estimates, labor requirements for craft and skill level, personnel-

hour estimates, and equipment and material needs.   

 

2. Experience using a CMMS for planning and tracking work orders that includes data for time 

and materials. 

 

3. Possession of a Class B Commercial Driver’s License (CDL). 

 

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 typically be acquired on the 

job; ability to rapidly acquire them is required at the time of vacancy announcement closure. 

 

1. Knowledge of planning and scheduling sign-making and painting work, and of sign-making 

and painting practices, including techniques for preparing and applying a wide variety of 

coatings to various surfaces such as drywall, metal, wood, concrete, and automotive body 

repair finishes, altogether to analyze, plan, generate, and schedule work requirements for the 

Paint Shop. 

 

2. Knowledge of Federal and state requirements and specifications for regulatory signs and the 

Airports Authority’s Design Manual for airport-specific signage to ensure signage complies 

with the requirements and specifications. 

 

3. Knowledge of the tools, parts, materials, equipment, suppliers, Airports Authority 

procurement processes, safety requirements, and work flow related to painting and sign-

making to obtain materials and supplies, describe their characteristics, evaluate new 

equipment, recommend substitute materials, and develop work instructions. 

 

4. Knowledge of sign-making design and the materials, layout, fabrication, and installation of 

graphic sign work to design signs and ensure fabricated signs are compatible with the IAD 

Design Manual.  

 

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

(verbal, numerical, and mechanical) to solve a problem. This includes skill in analyzing 

maintenance and repair operations to develop detailed job plans and skill in designing 

appropriate signage based on customer needs and situational constraints. 

 

6. Skill in using sign production and related software such as Adobe Photoshop, Visio, or 

Gerber Scientific to design mockups and signage packages.  
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7. Knowledge of Federal, state, and Airports Authority regulations and standards regarding 

building maintenance, occupational safety and health, and safety rules and procedures to 

ensure planned work will be in compliance with the regulations and standards. This includes 

knowledge of researching and identifying applicable regulations, standards, and safety rules 

and procedures. 

 

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

schedule, communicate (using email), word process (light word processing only) and 

perform research (Internet use, as in searching for parts and performance information and 

keeping up with technology) and specialized software (such as the CMMS to obtain/close out 

work orders, and the supply and procurement modules of Oracle to requisition materials and 

supplies), and radio and telecommunication devices to exchange work information.  

 

9. 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 work orders, writing job plans, and reading such 

administrative information as notices to employees concerning Airports Authority programs. 

 

10. Skill in using manufacturers’ manuals, specifications, schematics, and blueprints to develop 

new or modify existing specifications for various equipment, equipment testing, and tools 

proposed for purchase. 

 

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

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

Examples include exchanging information with business contacts about work requests, work 

plans, and supplies needed.  

 

12. Interpersonal skills to interact with business contacts in a businesslike, customer service-

oriented manner. 

 

RESPONSIBILITY Is responsible for the estimating, planning, scheduling and coordinating 

of Paint Shop projects including acquiring material and equipment and ensuring signage and 

markings conform to Federal, state, and Airports Authority regulations and standards. The work 

directly and significantly impacts the ability of the unit to provide timely, efficient and cost 

effective painting and signage services to ensure and improve operations. Reports to the 

Section Supervisor. Works independently on a day-to-day basis and advises the Section 

Supervisor on the status of work in progress and significant problems. Work is expected to meet 

established requirements including functional responsibilities, goals, and resources assigned by 

the Supervisor. Work is evaluated by such factors as quality, quantity, timeliness, customer 

satisfaction, performance goals and measures, and compliance with work orders, regulations, and 

accepted trade practices.  

 

EFFORT Work involves low to moderate physical effort. Frequently sits for long periods when 

performing desk work. Regularly travels to and moves about work sites; ascends/descends stairs and 

maneuvers body as required to assess work to be done. Reviews technical manuals, schematics, 

and other materials (e.g., stock numbers on parts) containing small print.  Operates a vehicle 

using judgment based on traffic, weather, and other factors.  Conveys work information by 

telephone and two-way radio. 
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WORKING CONDITIONS Works primarily in adequately lighted, ventilated, and temperature 

controlled office setting. In addition, regularly works on the shop floor and other job sites. May 

be exposed to adverse weather conditions and dust/grease/dirt when visiting work sites.  Is 

exposed to moving vehicles or aircraft when working near roads or on the air operations area. 

Exposed to potential danger of falls when working from ladders and scaffolds. Is exposed to 

toxic fumes from solvents and paints, dust from sanding, and noise from jet aircraft.  Exercises 

care, follows general and/or special safety precautions, and wears spray hood, respirator, ear 

protection, eye protection, hard hat, boots or safety shoes, gloves, and other personal protective 

equipment as required. 

 

OTHER SIGNIFICANT JOB ASPECTS Is subject to hold-over or recall on a 24-hour basis 

for essential services and emergencies such as snow removal. 

 


