Diaz-Greco, Gilma M. (COE)

From: Centorino, Joseph (COE)

Sent: Monday, March 03, 2014 4:41 PM

To: Garcia, Vicky (Aviation)

Cc: Diaz-Greco, Gilma M. (COE); Sanchez, Gerald (CAO); Murray, David M. (Aviation)
Subject: INQ - Dan Agostino, Assistant Director of Operations, Miami-Dade Aviation Department
Ms. Garcia,

Please forward this to response to Mr. Pyatt’s attention., in response to the letter forwarded by you from Mr. Pyatt.

This inquiry was received through Ken Pyatt, Deputy Director, Miami-Dade Aviation Department (MDAD). It concerns
whether appropriate safeguards are in place at MDAD to insure that Dan Agostino, newly-hired Assistant Director of
Operations at MDAD, will not be in violation of the reverse two-year rule embodied in Section 2-11.1(x) of the Miami-
Dade County Conflict of Interest and Code of Ethics Ordinance. Mr. Agostino was previously the local Director of Tower
and Ramp Operations for American Airlines. In his new position he would have extensive responsibilities regarding the
overall operations at MIA. Section 2-11.1(x) provides that a person who was previously employed in a business entity
“shall, for a period of two years following termination of his or her prior relationship with the business entity, perform
any County contract-related duties regarding the business entity, or successor in interest, where the business entity is a
County bidder, proposer, service provider, contractor or vendor.” American Airlines, which has the largest operation of
any airline in MIA, qualifies as a county contractor or vendor due to its lease agreement at the airport.

Following his being apprised of the application of Section 2-11.1(x) to Mr. Agostino, Mr. Pyatt forwarded a letter dated
February 25, 2014 to this writer’s attention, which shall be included in the file of this INQ. The letter outlined certain
conditions of employment regarding Mr. Agostino’s position at the airport that would apply during the relevant two-
year period. The intent of these conditions is to restrict Mr. Agostino from being in a position where he would be
interacting with American Airlines or its employees in such a way as to violate Section 2-11.1(x). In particular, the letter
stated that, “Dan will not be authorized to take any action with respect to American Airlines, including, but not limited
to, gate or hardstand assignments, baggage system modifications, ticket counter staffing, cargo or baggage handling, or
otherwise. All such actions will originate from and be handled by me [Pyatt] or my designee. All issues related to
American’s compliance with the Airline Use Agreement, Chapter 25 of the County Code, any Operational Directive, or
any lease will also be handled by me or my designee. Dan will use good faith effort to limit his interactions with
American, barring interactions needed to avert an imminent risk to life or safety.” The letter goes further in setting Mr.
Agostino’s limitations concerning his job responsibilities, attendance at meetings, and other aspects of the MIA’s
operations. It indicates that American Airlines has agreed to abide by the limitations in the letter.

Under the terms set forth in Mr. Pyatt’s letter of February 25, | find that Mr. Agostino may serve in his current position
as long as he complies with those conditions.

Sincerely,

Joseph M. Centorino
Executive Director and General Counsel
Miami-Dade Commission on Ethics and Public Trust

From: Garcia, Vicky (Aviation) [mailto:MVGarcia@miami-airport.com]
Sent: Wednesday, February 26, 2014 11:17 AM

To: Centorino, Joseph (COE)

Subject: Dan Agostino




Good morning Mr. Centorino,

This email is sent on behalf of Ken A. Pyatt, Deputy Director at Miami-Dade Aviation Department. The original
document is being sent to your office via messenger. Should you have any questions regarding this matter, please feel
free to contact Mr. Pyatt. He can be reached at 305.876.7129 or email KPyatt@miami-airport.com.

Thank you.

Vicky Garcia

Executive Secretary

Miami-Dade Aviation Department
P.O. Box 025504

Miami, FL 33102-5504

Office: (305) 876-0266

Fax: (305) 876-0948

"Delivering Excellence Every Day"
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February 25, 2014

Mr. Joseph M. Centorino

Executive Director

Miami-Dade Commission on Ethics and Pubfic Trust
19 West Flagler, Suite 820

Miami, FL. 33130

Dear Mr. Centorino:

As you know, on February 3™ 2014, Dan Agostino joined the MDAD team as the
Assistant Director for Operations. Prior to his employment with MDAD, Dan was the
local Director of Tower and Ramp Operations for American Airlines. The purpose of this
memorandum is to clarify the manner in which Dan will be allowed to interact with
American Airlines in his new role with the Aviation Department, consistent with the
requirements of the Conflict of Interest and Code of Ethics Ordinance.

As an initial matter, our intent is to minimize any perceived favoritism between Dan and
American Airlines. We have no doubts as to Dan’s integrity in this matter; however,
Miami International Airport services numerous airlines and other stakeholders, and
propriety demands that we not take actions which could appear to favor one airline over
another. Accordingly, these limitations are designed to minimize even the potential
appearance of favoritism.

Dan will not be authorized to take any action with respect to American Airlines, including
but not limited to, gate or hardstand assignments, baggage system modifications, ticket
counter staffing, cargo or baggage handling, or otherwise. All such actions will originate
from and be handled by me or my designee. All issues related to American’s
compliance with the Airline Use Agreement, Chapter 25 of the County Code, any
Operational Directive, or any lease will also be handled by me or my designee. Dan will
use good faith efforts to limit his interactions with American, barring interactions needed
to avert an imminent risk to life or safety.




Mr. Joseph Centorino
Page 2

Dan will be authorized to direct, consistent with his job responsibilities, the deployment
of MDAD forces throughout Miami International Airport, including those common use
areas where American is operational, so as to ensure the facility is in good operating
condition. This includes, but is not limited to: directing maintenance of the facility,
directing MDAD staffing throughout the facility, directing janitorial services, and directing
improvements to security and/or customs checkpoints. In pursuit of this goal, Dan may
speak to or direct various third part entities, including but not limited to Federal entities,
contractors, and/or permittees.

Dan may attend Miami Airport Affairs Committee meetings and other meetings at which
American Airlines is in attendance with other airline tenants or stakeholders, so long as
Dan is not chairing such meeting. We have asked Dan to confine his role in such
meetings to an cbservational role, to the extent possible.

Dan will be authorized to engage in the development, drafting, issuance, and
enforcement of common airport rules, regulations, plans, andfor policies. If such
policies will have an impact on American Airlines, the review, issuance, and/or
enforcement of such rule, regulation, plan, or policy will be by me or my designee.

Dan may, consistent with this job responsibilities, exercise full authority with respect to:
ground transportation, Americans with Disabilities Act compliance, MDAD’s Operations
Control Center and Paging and Information Center, interactions with TSA and/or CBP,
ramp and airfield safety and maintenance, the South and Central Baggage Handling
System, the Fuel Farm, and all other aitlines using MIA, or MDAD employee policies.

Lastly, please note that we have spoken to American Airlines with respect to this issue.
They have agreed to abide by these terms. We have also advised our other airline
partners about Dan’s role with MDAD in this matter.

We hope that these restrictions address your concerns regarding Mr. Agostino’s
employment and will be happy to discuss these with you as necessary. Thank you for
your assistence in this matter.

Sincerely,

£ 4. /”/w

K. A. Pyatt
Deputy Aviation Director

¢: Dave Murray — Assistant County Attorney




Diaz-Greco, Gilma M. (COE)

From: Murawski, Michael P. (COE)

Sent: Wednesday, January 15, 2014 1:37 PM

To: Centorino, Joseph (COE); Ramos, Miriam S. (COE); Diaz-Greco, Gilma M. (COE); Batista,
Sylvia (COE)

Subject: FW: Request for Opinion from the Ethics commission

Importance: High

Joe: here’s the request for opinion we discussed

From: Pyatt, Ken (Aviation) [mailto:Kpyatt@miami-airport.com]
Sent: Wednesday, January 15, 2014 1:12 PM

To: Batista, Sylvia (COE); Murawski, Michael P. (COE)
Subject: Request for Opinion from the Ethics commission

Ms. Sylvia Battista
Mr. Michael P. Murawski:

Recently, you met with me to discuss application of the Code of Ethics, particularly Section 2-11.1(x), to the
Aviation Department’s hiring of Daniel Agostino. As we see it, the relevant portions of subsection (x) are the
following:

No [county employee], who was previously employed by...a for-profit firm,...shall, for a period of two
years following termination of his...prior relationship with the [firm], perform any county contract-
related duties regarding the [firm, where the [firm] is a county bidder, proposer, service provider,
contractor or vendor. As used in this subsection (x), “contract-related duties” include, but are not
limited to: service as a member of a county...committee; approval or recommendation of award of
contract; contract enforcement, oversight or administration; amendment, extension or termination of
contract; or forbearance regarding any contract.

Mr. Agostino had been employed by American Airlines (AA) prior to his joining the Aviation

Department. AA is not a bidder, proposer, service provider, contractor or vendor to the County or the Aviation
Department; rather, the County and MDAD are required under federal law to allow AA to access all public
portions of the airport, and is not required to be a bidder, proposer, service provider, contractor, or vendor in
exercising its federal rights to access the airport. All services provided by AA are to the traveling public, and
not to the County or MDAD. Accordingly, we believe that subsection (x) does not apply to Mr. Agostino.

We do recognize, however, that airlines—including AA—use the airport under various leases and contracts that
are largely the same for all airlines. AA uses airport facilities under various leases and accesses the airport in
general through the Board-approved Airline Use Agreement (the AUA). The bulk of the matters that will be
attended to by Mr. Agostino with AA will involve airport and inter-airline operational issues that are not
covered or addressed by these contract documents. To avoid any appearance of a conflict of interest, and to the
extent subsection (x) is applicable to Mr. Agostino, we are willing to avoid assigning to him during the two year
period to any enforcement or oversight of a matter with AA that is directly covered by an AA lease or the

AUA. This is in consideration of the fact that all of our contract documents with the airlines require the airlines
to comply generally with County ordinances, policies, and procedures, and any matter that comes up with an
airline may technically fall under this generalized contract requirement. This generalized contract provision

1



though, is not what we’re referring to; rather, what we’re saying is, that, if subsection (x) is applicable to him,
Mr. Agostino will not be assigned to a matter that is directly covered by the remainder of the contract
provisions.

We therefore respectfully request an opinion that Section 2-11(x) is not applicable to Mr. Agostino. If you
determine that it is or may be applicable, we request an opinion that subsection (x) is satisfied by Mr.
Agostino’s not being assigned during the two-year period to a matter with AA that is directly covered by an AA
contract document.

I thank you for your attention to this matter.

Ken Pyatt

Deputy Director

Miami-Dade Aviation Department
Tel: (305) 876-7129

Fax: (305) 876-0948

Email: kpyatt@miami-airport.com

"Delivering Excellence Every Day"

WWW.Mmiami-airport.com
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POSITION QUESTIONNAIRE

* PART 1-TOBE COMPLETED BY EMPLO‘{EE

Employee Name [ SS#

Presen‘dob‘rﬂef'“{jcg e S e

Vacant Training SPema_ist 3
Department / Division / Cocator Present Annual Salary
063-56-000 $51,778.48 - $87,108.58

Name of Immediate Supenisor / Job Titke
- Ken Pyatt, Deputy Director

B

Requasted Tite [ Requested Salary Assistant Director
of Operations - Grade 11 $108,708 - $174,518

- General Responsibiities: indicate The General Respons bilities And Broad Objectves O The Work You And The

' Organizational Units Reporting To You Perform

The incumbent is responsible for organizing, planning, managing, and directing Airside, Noise Abatement, Landside,
Terminal Operations, and four general aviation &irports In the Miami-Dade County system of airports. This position s
dlso responsible for the development and implementation of pelicles and procedures involving airfield operations at
MIA and GAA.

FormUlates, Interprefs and implaments Federal, State and Local policies and prqcedures'as they dpply to the
operation, administration and development of the alport system, also develops policies and procedures 1o dirsct
project activitiss. _

incumbent coordinates the development of specialized training of sibordinate staff to enhance the day-to-day
operations of & coinplex operational staff structure. This includes assisting In the devslopmint and cocrdination of
somplex tabletop exercises as required by the FAA, disaster praparedness and response exercises involving the
operations, '

Considerable independent judgment is exercisad in establishing and obtaining an effective working relationship with
offictals of various public and privafe organizations. Must possess ability to direst crilical operations units who are
very much in the public eye. Supearvision is exercised over a staff of specialized employess; through the respective
Division Directors Lo insure the effective, efficient and secure aperation of MIA & the GAA's,

Date Audited: Fieid Audit | Desk Audit

Remarks:




Deseription of Duties. List the duties: you perfofm Indicate approximale percentage of your t=me devo ed to each I

- of fhem, Begin each staiementmth an action verd (Plans, Supemses Ana!yzes etﬂ)

- Approximats

Parceniage
- of Time

[Should fotal 100%)

‘Reviews and evaluales Depal tment nesds and cieveiops new policies and. procadures to improve:
-effectweness ensures that the depart ment is operated an fuli cemp{iance wit h aﬂ Appi cable Federa

Opel ations dwxs ions. Represemf: the Departmen t mee*mgs and cenfe{ences wit h a.rpoz ienantb

airlines, federal, state and local officials. Represents the Department concerning nolse issues, land use
and zofiing Issues hefore municipalities and zoning boards, Represents the Department at the Board of
& County Commissioners/Transportation Aviation Comimitlee (TAC) meetings as requirad: Interprets FAA
requlations to provide clarification of complex ‘provisions, resolve disputes and provide as required
direction and information to subordinates, industy professionals, the BCC, the Mayor's Ofiics,
§ governmental agencies and the generat public.

35% ..

Thée inourbent sarves as liaison and confact for all federal, state and local law enforcement and

| regulatory agendies interacting with the Aviation Depariment regarding operaiional lssues. Incumbent s
responsible for approving all access vehicular permits and aceess poinis Infa the airfield and insurt ng
that the airfield is secure from intrusion. Incumbent revisws, approves, and | mplemento all airfield and
safety plans refating to construction srojects on the airf eid at MIA and the GAA's,

2%

Confers and participales with airline officials and local, state and fedaral lawmakers in order to'dfavieiep'_ '

or approve legislation. beneficial fo the County airport system.  Monltors performance and enforces
policiss, procedures and gwde ines in accordance wﬁh FAA and other appl cable federai s afﬂ and Iocal
requlations.

* § Directs the development and Implementation of policies, procedures and programs to ensure the safe,
refiable and efficient day-to-day cperations at Miami International Airport and the four auxiliary airports to
include afrcraft operations, airport tenards, alrside, landside, terminal to ensure comphance with Chaplsr
26 of the Miami-Dade County Code and all other federal, state and local poficies, - Ensures the

enforcement of applicable laws, rules, regulations, secure operatm of the aifield, landside, termingl, the
1 protection of persons and property, and the investigation of incidents related 1o these enforcement and

10%

protection activities.

Develops accurate-aperational management cost controls In an effort to analyze and meximize revenues
§ and expanditures fo ensure that sound business practices are followed by the Operations Divisions.
(ncurmbent serves as member of the Delinquent Accounts. Committee which closely monitors financial
activity of all airfield users. Approves the bi-annual aviation fees and airoraft weights and ensure
through subordinates that such fees ad weights are disseminalad {o all operalors.

Directs the planning, execution and preparation of the required table top drills and rehearsal dillls as

required by the FAA to prepare for emergencies -at MIA andfor one of the four auxifiary -airports.
incurmbent ensures through subordinates thal the cccupant emergensy plan and the contingency
' procedures are regularly reviewsd and updated for thoroughness and. to reflect the current sscurity
climate. Incumbent ensures that securlly procedures are audited for recf—‘wmglshippmq and that
improved procedures are implemented for added security.

' 7




‘J\;het are ihé tree mos! ir;ééoz'tant responsibliiies of your job?
1. See Above - Description of Dulies :

2. See Above - Deseription of Duties

3, See Above - Description.of Dizﬁes

PART 1 {Contd)

e e S AR : R SR

Impact and Accountabiily: Please Indicate the Dollar Limitations on your Authon‘ty.to:
(1} incur Expenses: Limited {o aporoved budget

(2) Purchase material and supplies. Limited fo approved budgst

Fleass indicate the size of Annual Expense Budget for which you are Responsibler .

ln what way can your awn Performance of the Duties and ResponSibmties of your Pos:taen lncrease the Level and
Effectivensss of County Services. Reduce Costs andfor Pravent Losses?

A Tailure to adhere to the strict compliance of FAA/TSA regulations concerning airfield safety and security couid
have disastrous effects on the Aiport and the County.” A safe and secure, as well &s an efficient airport is &
tremendous asset. A safe and secure arport atfracts new service and aviation related companies to the
commurnity, Addificnally, efficient exacution of sound business practices far management and operational control
will ensure continued growth and development of alport operations. - Faflure %o control revenues can result in
unnecessary operat ional increases, rental fees and airline usage charges.

Wf“ai Kind of ervors can coour in your Poajtgcm"? What are the Probeble Resui 1S of stich errors ard Whas Supew %ry :and
Procedural Safequards are available to prevent or-diminish such errors? . '

An error in. Operafions concerning bad judgment and a fallire {o follow FAAT SA quzdeimes Can Cause -
catastraphic results. Operations deals with the presarvalion of human e and limb in which lives could be lost due
to negligence. Foriunately, and expenerced management team monitors airfield, landside, terminal, Genaral
Aviaiony Alrports, and compliance of riles and regulations. Failure to pmﬂerly plan, recommend and implement
sound business programs can result in a negative impact of the overall revenie base which could Jr;termp the
Department’s Jong range plans for expansion and public service.

Relationships: Indicate people inside or cutside of the County Organization you coniact regularly as pafz of vour job.— -
Excludm your Supervisor and employess you may supervise,

Regutar Dealings With Subject Matter Frequency




Aviation Direcior Various Daily
Deputy Director Various Daily
- Senior Aviation Staff Varlots Daily
‘Gounty Commissioners Agenda ltems Weelly
 Counly Aftomey | Legal counsel & regulatory information As needed
Airline Station Managers Events/problems Daily
Airport Tenants B Eventsiprablems ~ Dally
- Customs and Border Protection, Law enforcement, events, Daily

- Agriculiure, T8A, Secret Service, FEI, coordination and raguiatory lssues

- FOLE, FAA, and other federal

agencles

 Supervisory Respongibility: List the Departments, Units or Job Titles you supervise and the number of employees

- supervised, _ |
Oapartment, Unit or Title Number of Employess in Department, Unit or Titls Number of Employees in
Each. Each
Alrside/GAA'sMNoise
Abatement 126
Landside 127
Terminal 151

Indicate the Personne! Actions (Hire, Suspend, Promots, Discivline, ele.,) you have authority 1o take for these jobs.

Department, Unitor THle Personnel Action Authority

“Airside/GAAs/Nalse Abatement ‘Hire, Evaluate, Suspend, Promots, Discipline.

| Landside Hire, Evaluale, Suspend, Promote, Disclpling

Terminal

Hire, Evaluate, Suspend, Promete, Discipling .

Comments; List any additional information you feel would be helpful in understanding and evaluating your job, Use extra |
sheels if necessary, but be stre o wilte your name on each sheet and altach.them o {his questionnaire.

A thorough knowledge of the aviation industry, especially in a rapidly cnang ing environment is essential for ihe
| successful operation of our airports. The ability fo spotl frends early and reast is very important. This position must also
be the "whatif* person in the organization who must contiriue fo contemplate what could happen at any given moment.
and how {o prepare personnel {o react properly to any operational situation,

Do not complete Part 1] on the back of this form, Please sign this form and forward it to yourimmediate Supervisorer
Departmeant Head for cemplsfion, - . Ce

Signature: o - Date:




PART 2 . T
{TO BE COMPLETED BY IMMEDIATE SUPERVISOR OR DEPARTMENT HEAD)

" COMPLETION thTRUC"{lONS

This saction is to be completed by the immediate supervisor o depar’tmem head ft shollld contain the best estimate of
the minimum amount of knowledge, training, experience and special attributes needed to qualify ‘a person to fill the -
position. This estimate should be made by considering what quafifications would be the minimum acceptable for
satisfactory performance if the position were vacant and if were necessary to-select an indjvidual fo fillit. - -

A,

MINIMUM GENERAL EDUCATION

indicate the level of educalion that 2 pefson would be expesaed to have in -ordsr io quaiiy far %%ze
posifion.

This education can be acquired through hoeme- study, spema] COUrSES, O I ways: othe? than the usua!
processes. The level required, however, should be expressed in terms-of years of academic study.and
degres in order to provide a uniform basis for analysis.. (if sducation beyond the minimum required is
considered desirable but not essential, enter the addmona. amount, but ndzca that it is not car’t of he-
basic requirements) '

SPECIALIZED EDUCATION OR TRAINING

Identify required special courses covered during formal education, as well as through addiienal
specialized training that are considered sssential to qualify for the position.

MININ U’\/’% PREVIOUS WORK EXPERIENCE

Identify the occlipations or figlds of spﬂma{nzaﬁaoa in which experience is needer* in ordez to qualify an

Individual for the position. Also enter the minimun desirable amount of such experiance, expressed in

yaars.

TYPICAL LINE OF PROGRESSION

indicate positions typically held before promotion o this bos_i’{%on.

SPECIAL KNOWLEDGE OR ATTRIBUTES REQUIRED -

Indicate any special knowledge such as f'luenc_y. in a fbreign }ahg_uage, or at’{fiﬁuteé,-suéh 'as' the ébi'lit_y to
communicate effectively with the public, which are raquired_ for this pesii_io_n_._ _

1M'\AEDEATE SUPERVEUDR’S OR DEPA?T"AENT Hs:AD 3 COVH\J 1ENTS

| Upon completion of the "gualifications” section of the qu estmnna;re add any addl lonal mformailen

considerad pertinent and any exceplions ta statements made by the employes. The sialemenis as
entered by the smployee are nof to be altered. The questionnaire. should then be signed, daed and
forwarded to the. Empioyee Relations Deparimiat at




""PART 3- 10 BE COMPLETED BY EWPLOYEE'S INMEDIATE SUPERVISOR
OR DEPARTMENT HEAD,

Qualifications Required: Base your comments-on the assumption that the posifion Is vacant and itis necessary to selsctan.
- individual fo il it ' o

A Minimum General Education

Bachelor's Degres in Businhess or Public Administrationor Marketing,

&

8 B: Specfalized Traning Programs

Be able to ;jass and maintaln a high security clearance by the Fedez‘ai:gaver"nmeni.

C. Minimum Frevious Work Experience

Kind of Experience T o 1 Ysars

- Management and administrative ' - 8

TnT

Airport or Alrline cperations o 6

D, Typical Line of Progression, Positions Typically Held Prior to this Posiion .

2]
20
=
1753

'Priorpasiﬁan ‘ _ T e v

Assistant Aviation Director o Managing Dirsctor

- Manager

Chief/ Alrport or Alrline Sales Reprasentafive

T Speciat Knovdedge or Affrbutes Needed,

 F. Cormments on Employee’s Dascription of Duties

[IMMEDIATE SUPERVISOR OR DEPARTMENT HEAD'S SIGNATURE -

pate: ¥ ALY~




Operatioﬂs e

Depuiy Aviation Diregtor

MBAD Operations

FY 1213
a .

Assistant Aviatien Director af
O Operations. :
. FYi2-43

3

-Speclal Projects Administrator 1

1 .. RRSEE

Admintstrative Secretary-

Alrside Operations

Fr12:13

126

Landside Operations

‘Terminal Operations

S EY 123 JASV
kY 153
“Tatal Positions

EY1293

407




POSITION QUEST:%ONNA!RE |

PART ‘i TO BE CGMPLETED BY EMPLGYEE

| Employes Name  / SS#

PresemJoletIe | Occ.Code. S—
Airport Operations Spectalist /5205

Department / Division / Locator

1 Present Annual Salary

$36,742.73 - $54,122.00

Name of Immediate Supervisor / Job Titla
- Ken Pyati, Deputy Aviation Directer

i Reqi}ested Tite / Requested Salary

Director of Public and Consumer Relations./ $1 18 922 e

| $160,785 (Grade 10}

- General Responsibilifies: Indicate The General Responsibilities And Broad Objeﬁ ives OF 'The Werk Yeu Anc! Tha
' Organizational Units Reporting To You Perform :

“See Attachment 1

j Date Audited:

Fleld Audit

Remarks!

Desk Audit




‘Description of Duties. List the duties you parforr - lndica‘te'app"roxli}nate percentage of your | Approximate

time devoted to each of them. Begm sach statement with an ao’uon verb (Plans Superv sea Percentage
£ Analyres, etc.) A of Time
1 : : s {Should tofal 100%)

3ee Attachment 2

 (Use and attach addiilona! sheets if necessary)

What are the three most important reSponStbu Hos of your job?
1. See paragraphs 1, 2 and 3 on Aftachment 2.




""FART 1 (Gontd]

Impact and Accountability: Please lndicate the Doliar L mltatlons on your Authorlty !
(1} Incur Expenses;  Limited to approvad budqet _

(2) Purchase material and suppi'ies ' Limited to_ap'p.rove_é budget

 Please indicats the size of AnnuélExpéns@ Budget for_ which you érs_Re_S?dﬂ_sible:

$2 Million Annual

I what way can your ownl Performance of the Dulies and Responsibilties of your Posttion. . §

 Increass the Level and Effectivenass of County Services. Reduce Costs andfor Prevent Losses?

By troubleshooting operational and administrative issues, missed deadlines, waste and loss
of revenue and services can ba avoided. Providing the Deputy with careful staff oversight, .
policy advice and analyses of procedures and issues will also ensure achievement of
Department goals. In a safety-criented airport aperation, errors can result in sefous loss of
property or life. Support and policy advice to MIA’s Deputy is essential in MIA’s complex
operating environment. Further, by providing analytical review of issues, -policies and
procedures, damage to the Department's and MIA's image can be averied. By directing the
creation of innovalive programming, the Department’s mission.and goals are achieved. By
monitoring consumer sentiment and opinian, the Department’s image can also be enhanced
and MIA's competitive advantage can be increased. In addition, directing creative outreach,
on social platforms and on electronic and amerging social media requires a complete .
understanding of MIA's complex Inner workings. Programing and messaging ‘must be

relevant, creative and groundad in a solid understanding of aviation, MiA's business practices

and the latest industry pracfices and trends. Direcling publicand communty relations isalsg
key to maintaining and enhancing MIA’s competitive advantage ' :

“What kind of errors can oceur in your Position? What are the Probable Resuits of such errors and
What Supervisory and Procedural Safeguards are available to prevent or diminish such errors?

Failure to praperly plan, recommend and execute sound business practices or failure to
recognize and address problems could result in negative impact to passengers, business
pariners and the community. Negative impact to Depariment's image and service could result
if atlention to detalls, policies and pracedures were net properly evaluated and implemented.
There could also be a joss ‘to MIA’S oompett’zfve edge and standmg




Relationships: Indicate people inside or otside of the County Organization you contactreguiarly
as partof your job. — Exclude your Supervisor and employess you may supervise.

Regular Dealings With Subject Matter Frequency
Department Director Programs/Projects & policy | Dally |
directives ' T
- Deputy Director Respond to requests, follow up | Daily
on assagnment liaison with N
staft |
Office of tha Mayor As Directed | As needed
Board of County Agenda ltems © "As neaded
Commissioners , SR e 5
' Office of the County Attorney | Legal counsel, regulatory -~ - | As needed -
Federal, State & Local Policy, procedures, operauonal | As.nesded. . .
Agencies (T'SA, FAA, MDPD, issues, inifiativas -
MDFD) efc. - R R
Alrline Station Managers Ope.rationa% issues, initiatives, | As needed
' consymer fssues,
 Tenants/Concessionaires Operational issues, initiatives, | As needed
' L consumer issues, S
Local Chamber of Commerce | Initiatives, events, programs ' As needed
policy o
- Greater Miami Convention & Policy, programs, initiatives | As needed -
Visitors Bureau IR AR
MDAD executive staff Various issugs such as - A needed
operationai/policy matters, .. L
programs -
Other County Departments Aviation consumer or As needed
- Depariment concems N .
¥ Industry Organizations (AAAE, | Various lssues L AS neaded
- ACH PRSAY j _
Confractors and consuliants Various issues As needed
§ Management of other U.S. | Various lssues 1 As needed
- airporis '

“PART 1 (Cont )

Supemsory Responsibility: List the Departments Units-or Job Titles you supemse and the number

of employees suparvised.

Department, Unit or
Title

Number of Employees

nEach, 3 Title

Departmeﬂt Umt or

Number of Emp!oyees |
in Each

Creative Services

-Social & Digitai Media

4
Customer Service 4

1

1

Coensumer Relations




tlndlcato the PersonnelActlons (Hue Suspend F’romofe Dscrp}me ez‘c )you have authortty to
take for these jobs. _

Department, Unit or Title o _Pe_rsomel ACtion.Auth'Qrity_ o

AT of the above: o Hire, promote, discipline and suspend.

Comments: List any additional information you feel would be helpfut in understanding dnd
evaluating vour job. Use extra sheets if necessary, but be sure to wrile your name-on gach sheeat.
and altach them fo this questionnaira. - -

Do not complete Part il on the back of this form. Please sign this farm and forward it 1o your
immediate Supervisor or Department Head for completion.

Signature: - Date:

PART 2
(TO BE COMPLETED BY IMMEDIATE SUPERVISOR OR DEPARTMENT HEAD)

COMPLETION INSTRUCTIONS

This section is to be completed by the immediate supervisor or department head. It should contain
the best estimate of the minimum amount of knowledge, training, experience and special attributes
neaded to qualify a person to fill the position. This estimate should be made by considering what
qualifications would be the minimum acceptable for satisfactory performance if the pos;tion were
vacant and if were necessary to select an individual to fill it,




A, MINIMUM GENERAL EDUCATION

Indicate the level of education that a. person wouid be expected to have in order te)
qualify for the pesition. This educalion can be acquired through home study, special
courses, or in ways other than the usual processes, The level required, however,
should be expressed in terms of years of academic study and degree in order to
provide a uniform basis for analysis. {If education beyend the minimum required is
considered desirable but not essential, enter the additional ameunt, bul indicate that
it is not part of the basic requirements) ' ' o

B.  SPECIALIZED EDUCATION OR TRAINING

[dentify required special courses cavered during formal e'ciucaﬁ'o_h_,- as well as through
additional gpecialized training that is considered essential to gualify for the- p'cs_sit'i_o,n‘ -

C. MINIMUM PREV]OUS WORK EXPERIENCE

Jdentify the occupations or f;elds of speﬂahzatmn in Wthh expeﬂence ia needed i
order to qualify an individual for the position. Also enter the minimum desirable
amount of such experience, expressed in years. ' :

D.  TYPICAL LINE OF PROGRESSION

Indicate positions fypically held before promotion 1o this position.

E. SPECIAL KNOWLEDGE QR AT_TRIBUT-ES REQUIRED
Indicate any. ‘apEClal. knowledge such as le.uency ina fo.lei'gn iéng'uc‘gé .or ét.tribut.es

such as the ability to communicate eﬁeotlvely with ihe pub]n: which are requlred for
this position.

F. IMMEDIATE SUPERVISOR'S OR DEPARTMENT HEAD'S COMMENTS

Upon completion of the “qualifications” section of the questionnaire, add any
additional information considered pertinent and any exceptions to statements made
by the employee, The statements as entered by the smployee are not to be altered.
The questionnaire should then be signed, dated aﬂd forwarded to the Employee
Relations Department,

" PART 3 - TO BE COMPLETED BY EMPLOYEE’S IMMED ATE SUPERVISOR
OR DEPARTMENT HEAD.

“Qualifications Required: Base your comments on the assumption that the position is vacantand itis

necessary to selact an Individual to fi Ii it
A Minimum General Education

; B,A. Dagrae In Businass or Mass Communications

B: Speciaiized Training Programs.




G Minimum Previous Work Experience

Kind of Experierice Years
Manager of airport operations _ 5yrs,
 Experience in customer service or customer relations 5 yrs,

D Tvnical Line of Progression. Positions Typicaly Held Prior 1o this Posiion

Prior Position ' | Years

(e

;' Airport Operations Supervisor

- Airport Operations Manager/Division Director _ | 15

£ Special Knowledge or Attributes Needed.

Extensive k’ﬁowietﬁgé of airport opsrations, federal policies retating to international travel, etc.

' Knowledge of social media management tools such as Hootsuite, Sprout, ete. Knowledge of social

media platforms such as Facebook, Twiiter, instagram. Exceptional witing and creative skills,

F. Comments on Employee's Descriotion of Duties

IMMEDIATE SUPERVISOR OR DEPARTMENT HEAD'S SIGNATURE

DATE: & 7 A9~ 1%




Attachment'l

This Is @n executive level position that reports to the Deputy Aviation Director and serves as his principal
poficy advisor. Incumbent reviaws policias and procedures-on behalf of the Deputy Direcior and ensures
that the Dapartment’s goals are meat by his command staff, Incumbent also directs ail administrative,
operational and public/consumer related activities and initiatives on behalf of the Deputy and the
Department. incumbent serves as-the printiple point-of-contact with ail levels of staff and batween top
management and ofher stakehclders on behalf of the Deputy Director, Incumbent provides oversight
and guidance to projects of high irmportance and exercises a wide-degree of creativity, latitude and
independent judgment in the performance of duties. Incumbent is responsible for directing all public
refations, community and consumer/customer relations and directs all new customer initiatives,
services, programs and -cutreach. incumbent crafis point-of-view documents on behalf of the Aviation
Director and Deputy Director. it should be noted that the Deputy directs a large, complex organization
with over 800 FTE's under his command. incumbent also suggests strategies ahd provides plenning and
analysess on policy matters and matiers affecting MiA's fmage with passengers, Internal business
parteers and the community. Incumbent must have strong management skills and experiise, must be
able 1o multi-task and must possess a high-level of decision making.

The incumbent must possess sxceptional communication skills, Incumbent directs all social/digital
mediz and programing, aft Internet {web) and intranet content and branding, and all e-initiatives.
tncumbent is-responsibla for all public relations and consumers Inftiatives. Incumbent Is also responsible
for ensuring that project deadlines and goaly are miet at alf levels of staff on behalf of the Deputy
Director. Incumbent provides exceptional leadership and effective management in all areas of staffing,
persenniel, adniinistration, and project completion. Incumbent acts as the lead on projects for the
Deputy Director and troubleshoots operational-and administrative matters.

An employee in this classification suggests policy changes and assists the Department and the Deputy
Director in Fhe development of new nitiatives and procedures. Incumbent is responsible for staffing:
refated issues for the Deputy Director. The incurthent must possess analytical skills and have the ability
to analyze critical issues in order to make sound recommendations regarding policy matters afid rhatters
affecting the Department or MIA's public/consumer inrage. Incumbent is responsible for MIA's oversight
of MIA%s brand and for ensuring brand consistency of the highest standards, Incufmbent directs all
sewvice recovery initiatives and responsas to consumer complaints for the Aviation Director and Deputy
Diractor.

Incumbent is responsible for all contacts, surveys and research relating to consumer image, customer-
service and satisfaction surveys or other data collection re image. Provides strategit insight 1o Deputy
and Director’s office relative to how policy changes might be perceived by consumers and suggesis
progrars and community initiatives regarding the same. lncumbent directs the Departmant’s public
relations efforts with the comimunity, corisumers and internal clstomers and directs all materials
produced by the Depariment to ensure brand consistency and quality control.

Provides managerial oversight in ensuring divisions adhere to budgeis. i the absence of the Deputy,
represents the Department at meetings of the airlines, boards, consumers, tenants, governmental
agencies, community groups or the general public meetings.




Attachment 2- Duties and Approx. Percentages

30%

25%

10%

Provides leadership and advice oa policy matters and initatives that have Department-
wide impact. Suggests poficy and strategic direction for the Deputy Director and
provides issue amalyses on matters affecting the Department, MIA, consumers, business
partners, and the community. Consults with the Deputy Director on setting and
monitoring the strategic direction for the Department, Provides recommaniations 16
the Deputy Directar on administration and operational activities for the Department.
Provides guidance and direction to aff levels of the organizativn on behalf of the Deputy
Director. Responsiva for insuring that deadlines, project status reports and project goals
are met atali levels in the Deputy Directot's large, coinplék ofganization. incumbent
acts ag the point-of-contact for the Deputy with staff, business partners and-consumers.
On the Deputy’s behalf, ensures that directives and policies are carried out and provides
peliey interpretation, as needed. Rapresents tha Deputy Director in resolving problems
and conflicts. Ensures deadlines, goals.and projects are met at all-levels, Responsible for
suggesting policies and prograrmming to advocate for the community, consumers and
MiA's internal customers. Also responsible for suggesting innovations and service
offerings. to enhance and upgrade MiA'simage. MIA is one of the top diports inthe U.S.
and operates in a highly-competitive environment. Cutting-edge public relations
programs, initiatives and offerings are critical to business strategy and fo shape
consumer perspactive, -

Provides management direction and cversight for areas of Creative Services, Customer
Service and Social, Digital and Emerging Media.  Directs the planning and
implementation of work performed by the above referenced areas. Responsibie for
directing and overseeing all new nitiatives and programming including public relations
and community outreach. Incumbent must keep abreast of current trends in public
refations, digital and sacial media and eviation which could Impact fhe Departmant.

Directs and suggests policies and programming to advocate for passengers, business
pariners, and the commuhity. fncumbent is also responsible for suggesting and
implementing innovations and service enhigncements, Theodgh Customer Service staff,
incumbent directs MIA’s Rewards Programs and Volunteer Program, Dirests and
participates in difficult and detailed analytical studies invaling issues having major
impact on the operations, staff, public, stekeholders; consumers and the community,
Suggests innovations based on market research, trends, currant events, industry
conditions and best practices.  Serves as point-cfcontact with all consultants and
service providers for customer satisfaction and pubfic relations initiatives.  Suggests
programming and policies regarding the same. Directs. all service recovery initiatives
and consumer/business partner complalnt resofution efforts.

Provides ianagerial oversight in the development and preparation of the annual budget
and other budgetary matters, Provides administrative support to Deputy Director in
poligy inftiatives.

Represents the Department and Deputy Director at public appearances, chambers,
events and the like. Also represents the Deputy and the Department at meetings with




executive stafl, divisional staff, various governmental agencies, airlines, tenants,
consultants, concessions, Industry groups, towrdsm officlals, competitor airports and
consurner representatives.  Represents the Department and the Deputy Director with
other officials as nacessary.




