
Position Title:  Business Analyst II DBE/WMBE 

       Salary Band:    RP 

Starting Salary: $49,400 

 

JOB OVERVIEW 

The Hillsborough County Aviation Authority’s Disadvantaged Business Enterprise (DBE)/ Airport Concessions 
Disadvantaged Business Enterprise (ACDBE)/Women & Minority Business Enterprise (WMBE) Programs assist certified 
minority or woman-owned businesses in pursuing contracting opportunities with the Authority.  The role of the Business 
Analyst II-WMBE/DBE is to use broad statistical and data analysis skills as well as business industry knowledge to deliver 
valid, relevant data to key stakeholders by extracting, organizing and analyzing data from multiple systems and sources to 
build usable reports for departmental needs and to support Authority diversity spend objectives and other initiatives.  The 
incumbent will sustain and move forward the department’s initiatives by performing a variety of administrative and 
reporting duties including conducting complex data and policy analysis of the Authority’s DBE/ACDBE/WMBE Programs; 
inputting data into the department’s database management system(s); assisting with analytical studies; conducting 
research; assisting with compliance efforts and compliance reviews and developing written reports and presentations. 

CORE VALUES 

 Safety - Extending beyond our proactive approach to maintaining a secure facility for guests, our commitment to 

safety acknowledges the sense of security and peace of mind that comes from providing a warm and comfortable 

environment.   

 Service - We are committed to the highest levels of guest quality and service. Tampa International Airport team 

members take great pride in delivering top-notch experiences that are helpful, welcoming and friendly. Our 

minimum standard is excellence in all we do. 

 Community - As the gateway to the west coast of Florida, we serve communities and businesses throughout the 

region. Through our initiatives, we bring regional interests and organizations together to build a stronger Tampa 

Bay. As a good neighbor and community partner, we are committed to providing opportunities and making 

responsible choices that benefit our region.  

 Growth - We are committed to building a sound financial position that cements our ability to be best in class for 

years to come. Our economic strength comes from a sensible and dynamic approach to growth. We will ensure that 

as the Tampa Bay region grows their airport is scaled to meet rapidly changing needs. 

 Innovation - We are imaginative and forward-thinking. Dedicated to evolving both form and function through 

technological advancement, improved processes, and operational efficiency; while remaining true to our guests’ 

desire for simplicity, organization and convenience. 

POSITION DUTIES 

Note: The following duties are illustrative and not exhaustive. The omission of specific statements of duties does not 

exclude them from the position if the work is similar, related, or a logical assignment to the position. Depending on 

assigned area of responsibility, incumbents in the position may perform one or more of the activities described below. 

 Collect data, track statistics, conduct research and analyze data to support all areas relating to diversity spend 
initiatives 

 Prepare monthly/quarterly/annual diversity spend and utilization reports  
 Coordinating and communicating with WMBE/DBE/ACDBE customers to gather data for spreadsheets 
 Analyze and assess available resources and evidence for the establishment and achievement of DBE/ACDBE/WMBE 

program and contract goals  
 Regularly generate reports analyzing actual performance against targeted performance 
 Performs other duties as assigned 

 Develops and presents project documentation and reports. 

http://www.google.com/imgres?q=tampa+airport+logo&hl=en&rls=com.microsoft:en-us:IE-SearchBox&rlz=1I7SKPT_enCH446&biw=1920&bih=874&tbm=isch&tbnid=B0l9_wgvjwz8lM:&imgrefurl=http://en.wikipedia.org/wiki/File:Tampa_Intl_Airport_Logo.svg&docid=NB2Lt4OWUB1tIM&imgurl=http://upload.wikimedia.org/wikipedia/en/c/cb/Tampa_Intl_Airport_Logo.svg&w=433&h=178&ei=ptI7T-P-C4mJtwe_uKz3Cg&zoom=1


 Develops and implements recovery plans for off-schedule and unanticipated occurrences. 

 Analyzes data to determine project's effectiveness and implements project/program adjustments.  

 Performs other related duties as required. 

MINIMUM QUALIFICATIONS 

Graduation from an accredited four year degree granting college/university with a degree in business administration, 

business management, public administration, accounting, economics or other related degree a plus, or equivalent job 

experience working with statistics, number, data manipulation. At least three years of verifiable professional-level 

administrative, analytical and/or project management experience; or any equivalent combination of education, training 

and experience that would reasonably be expected to provide the job-related competencies noted below. 

JOB SPECIFIC COMPETENCIES 

 Assertive and professional individual who understands the sensitivities and goals of diversity spend initiatives 
 Detail oriented and able to proofread contracts, documents and letters for grammatical errors 
 Excellent interpersonal skills required  
 Strong research, analytical and planning skills 
 Strong knowledge of data manipulation techniques  
 Highly organized with the ability to prioritize job duties as assignments shift 
 Ability to combine and analyze data from multiple systems and sources 
 Ability to work independently and to collaborate and communicate with people at different levels within the 

organization to accomplish a common goal 
 Advanced knowledge of Microsoft Office products (Excel, Word, PowerPoint, Outlook) 
 Experience preparing and presenting reports and facilitating presentations that utilize quantitative and qualitative 

analytical methods 
 Ability to adhere to timelines for assigned projects 
 Experience with non-federal small business programs and/or federal airport, transit or highway programs subject 

to 49 CFR Parts 23 or 26 a plus 
 

HOW TO APPLY 

 
Please visit the Civil Service Job Board (Click Here) 
 
 
NOTE: The selected candidate must pass a fingerprint-based criminal history records check as required by the 
Transportation Security Administration. 

This classification description is not intended to be, nor should it be construed as an all-inclusive list of the duties 

associated with a particular position. Management may require incumbents to perform job duties other than those 

contained in this document at any time. 

The Aviation Authority-Tampa International Airport provides equal employment opportunity to all persons, regardless 
of age, race, religion, color, national origin, sex, political affiliations, marital status, non-disqualifying physical or mental 
disability, age, sexual orientation, membership or non-membership in an employee organization, or on the basis of 
personal favoritism or other non-merit factors.  
 
The Aviation Authority-Tampa International Airport welcomes and encourages applications from minorities, veterans, 

and persons with physical and mental disabilities, and will reasonably accommodate the needs of those persons in the 

application and testing process. The decision on granting reasonable accommodation requests will be on a case-by-case 

basis. 
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