SADC AVIATION SAFETY ORGANISATION
Job Description Template

	For Grading Use

	Band
	Grade
	Sub-Grade

	
	
	


SECTION ONE: JOB OVERVIEW

	Job Title


	Technical Coordinator: Operations & Personnel Licensing
	Job Number
	3

	Department 

	Technical Operations
	No. of Incumbents 
	1

	Name of Analyst


	PROSERVE Consulting Group
	Date of Analysis
	15.01.2019


ORGANISATION STRUCTURE (Title only)

[image: image1]
MAIN PURPOSE OF THE JOB (brief statement only of why the job exists). Complete this statement last.
To coordinates and oversee the implementation of the regional safety oversight programmes and provides technical support, relates to flight operations to Member States as referenced in the SASO Charter.  The role also serves in a dual capacity as Regional Inspector and Technical Coordinator.
SECTION TWO: JOB RESPONSIBILITIES
DESCRIPTION OF TASKS/PROCESSES AND OPERATIONS

Describe what incumbent does, how he/she does it. Under each Key Result Area, identify the main activities which lead to the achievement of that Key Result Area. Start every sentence with an active verb. Use only the present tense.
	KEY RESULT AREAS AND ACTIVITIES/TASKS

	1. TECHNICAL WORK PROGRAMME 
1.1 Coordinate and implement the Technical work programme of the SASO related to flight operations, including the supervision and control of the activities of the National Inspectors participating in the Cooperative Inspection Scheme (CIS) 
1.2 Liaise with regional and international aviation-related organisations on technical issues of mutual interest aimed at enhancing the safety of civil aviation 
1.3 Ensure the quality of the technical products of the SASO and the accuracy, harmonization and accuracy of its technical documentation
1.4 Implement the technical recommendations of the Technical Committees as approved/ accepted by the Executive Director and /or the CAC
  

	2. MONITORING FUNCTION 
2.1 Assist the DED in the planning, development and implementation of the work plan of the SASO and activities related to the conduct of safety oversight surveillance activities 

2.2 Follow up on the implementation of recommendations forwarded to Member States with respect to SASO activities     
2.3 Provide guidance and assist as necessary, Inspectors in the conduct of their specific duties within Member States 
2.4 Assign and allocate duties and tasks to National Flight Safety Inspectors (Operations) such as Flight Safety Inspectors participating under a (CIS) mission within the SADC region
 

	3 TECHNICAL MANUALS & HANDBOOKS 
3.1 Develop, publish and maintain safety oversight-related documentation ( guidance material) for the use of Member States
3.2 Develop, publish and maintain manuals and handbooks required for the management and administration of the technical programme of the organization 



	4. TRAINING 
4.1 Assist in training needs identification amongst Member States

4.1 Provide guidance on the development of flight operations training material related to technical aspects and participate in the conduct of the SASO technical staff training courses, seminars and workshops
4.2 Conduct safety oversight seminars, workshops and auditor training 
4.3 Evaluate training effectiveness for all courses/modules
 

	5. RESEARCH AND PUBLICATIONS

5.1 Conduct continuous research into relevant aviation industry

5.2 Collect relevant traffic data within the SADC region
5.3 Analyse, interpret and present traffic data for use by Member States

5.4 Contribute material to SASO publications



	6. ANY OTHER DUTIES 

6.1 Performing any other duties as may be assigned by the Deputy Executive Director: Technical Operations


SECTION THREE: JOB DIMENSIONS
ROLE DIMENSIONS

Describe the quantitative data applicable to the job inclusive of budget responsibilities, number of staff, estimated value of business, number of branches, number of customers, etc.

· Coordinating 15 Member States 
· Coordinating National Inspectors 

· Works with Technical Committees - 
KEY DECISIONS MADE

These are the 3-5 major decisions made in the job, normally flowing from agreed department / individual objectives. Start the sentence with “Decides ………………”
· Decides on decides Technical work programme plan/ implementation
· Decides on recommendations of safety oversight surveillance activities 
· Decides on duty allocation to National Inspectors 
· Decides on content of safety oversight-related documentation and technical manuals and handbook
· Decides on content of training materials and training techniques 
CONSEQUENCE OF ERROR

(Describe 1 – 5 potential consequences to the organization of inappropriate judgement is exercised by this job)

· Poor safety standards 
· Ineffective training leading to incompetency 
· Non-compliance by SASO members due to poor services  
· Loss of goodwill and revenue resulting in preference of other similar or international aviation safety organisations

SUPERVISORY CONTROLS

Supervision Received (what supervision is received, from whom and how often it is received)

Supervision from DED: Technical Operations through meetings, reports & performance management 
Supervision Given (what supervision is given, to whom and how often)
N/A
SECTION FOUR: JOB REQUIREMENTS
ACADEMIC QUALIFICATIONS
What is the minimum level of formal school education required for this job? (e.g., Ordinary level, Advanced level, University Degree). This may not equate to the standard of education of the present incumbent.

· Airline Transport Pilot or Commercial Pilot License with instrument and multi-engine ratings
PROFESSIONAL QUALIFICATIONS

What is the minimum level of formal professional qualifications required to do this job? (e.g., a Diploma, Certificate, City and Guilds Apprenticeship qualifications. State length of time required for the qualification).

· ICAO accreditation as a GSI instructor to deliver GSI Training 
EXPERIENCE

What is the minimum length and type of relevant experience required to do this job? (e.g., three year experience in the design and maintenance of certain equipment may be required for a technical position).

· 5 years as a senior level government Safety Inspector e.g Principal Inspector or equivalent specializing in flight operations and or personnel licencing with the CAA of SADC state, directly associated with the preparation and responsibility for implementation of rules, regulations, operating manuals and flight and ground procedure deemed necessary for flight safety, inspection and certification
· Experience in the preparation, approval and use of Flight Operations manuals and other flight documentation.
· Experience in the preparation and approval of flight training and checking programmes
ESSENTIAL SKILLS OR KNOWLEDGE REQUIRED TO MEET DEMANDS OF THE JOB

Only to be completed if specific additional skills or knowledge are required to meet demands of the job.

· Knowledge of the requirements for personnel licencing systems 
· Knowledge of training and maintenance of competency of flight and ground crews concerned with flight operations

· Knowledge of aircraft inspection and airworthiness certification is desirable 
· Sound knowledge of ICAO Standards and Recommended Practices and related documentation

· Knowledge of regulatory and administrative procedures for the issuance of documents under State of Registry approval relating to supervision of flight operations 

· Command of English language and proven ability in preparing assignment reports and similar documents. 

· Knowledge of the French and Portuguese languages would be an added advantage 

· Initiative, tact, sound judgement and ability to maintain harmonious relationships
· Effective planning and implementation skills

· Ability to interact with others showing objectivity and fairness

· Competence in oral and written communications 

· Computer literacy 

LENGTH OF TIME TO FULL JOB EFFECTIVENESS

Once employed in the job, this is the length of time required before a new incumbent is sufficiently competent to meet the demands of the job. (e.g., a Finance Manager may need six months in the job before he/she can carry it out in its entirety).

· 3 months
Agreed by Incumbent: 
……………………
 …………………….    ..………………..




PRINT NAME 

SIGNATURE

DATE
Agreed by Immediate Superior:  …………………..
…………………….    …………………..




PRINT NAME 

SIGNATURE

DATE
Agreed by Executive Director:  …………………..
…………………….    …………………..





PRINT NAME 

SIGNATURE

DATE
Executive 


Director 





Deputy Executive Director: Technical Operations 





Technical Coordinator: Operations & Personnel Licensing





N/A





N/A
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