	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Airport Supervisor / AGCS Operator
	Job Evaluation         Reference Number:  
	A4800

	Service:


	Development & Infrastructure 
	Grade:


	LGE 8

	Department/Section:


	Economic Development
	Location:
	Colonsay Airport

	Line Manager (post):

	Station Manager (Oban Airport)

	Date JDPS was created:
	February 2019

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan 
3. Argyll & Bute Council Competency Framework 
4. Managers guide to recruitment
5. Job Evaluation process



	Job Summary: 
To support the Strategic Transportation team to deliver high quality and best value services to communities by providing a range of services as required at Coll / Colonsay Airport. Including but not limited to, Commanding and controlling the resolution of aircraft incidents, planning and allocating resources to anticipate and respond to operational requirements, providing an Air Ground Communication Service (AGCS) to the requirements of CAP 413, providing a Rescue and Firefighting Service (RFFS) in accordance with CAP 168 Appendix 8B, general administration and customer service duties as required.


	Scope / Dimensions:
The Airport Supervisor / AGCS Operator is responsible to the Station Manager through the delegated Crew Commander assigned to each particular Airport. The post holder is to ensure that resources are immediately and operationally available to meet the requirements set by condition 2 of the aerodrome licence. The Post Holder is also to ensure that all aspects of the AGCS operations are available for use at least 45min prior to scheduled aircraft arrival, and 15min after departure. The post will operate for approximately 1.5hrs for each scheduled flight (9hrs per week) unless extensions are approved by duty Crew Commander, Oban Airport. The operational times are subject to change depending on the schedule of the Public Service Obligation (PSO). A shift rota will operate to determine which member of staff will occupy each of the following positions;
1. AGCS Operator

2. RFFS Supervisor

3. RFFS Crew 1

4. RFFS Crew 2

The positions will be rotated to enable each member of staff to remain competent in the various positions and the Rota will be agreed by all parties including the allocated Crew Commander (Oban Airport). Other responsibilities for the positions can be found in the relevant Island manuals (Aerodrome Manual / Manual of RFFS). The duty AGCS operator will maintain responsibility for aerodrome operations including administration tasks. All personnel are to attend formal training events and ensure availability for Civil Aviation Authority (CAA) visits.
Budgetary responsibility: N/A


	Job Description:  Main Outcomes required


	1.
	Planning:  
Support the Station Manager by carrying out the various roles including leadership and development of performance and correct allocation of resources to meet operational demands. In particular, take responsibility for:
a. Provision of the AGCS operation

b. Provision of Meteorological advice to aircraft (unofficial observations) when required

c. Assisting passengers and providing customer service

d. Ensure the Aerodrome is safe for operations by carrying out various checks prior to aircraft movements.

e. Command and Control the resolution of an aircraft incident

f. Maintain all competencies to perform the relevant functions

g. Maintain a system of recording and reporting to maintain standards of safety through monitoring and review

h. Conduct training in accordance with the Airport Training Manual

i. Carry out all activities to ensure conformity to current legislation and maintain a ‘safe person concept’.
j. Carry out duties to assist the aircraft operations as far as reasonably practicable.

k. Maintain a safe working environment in all aerodrome locations including buildings


	2.
	Service delivery:  
Assist the Station Manager to ensure that high quality services and best value are delivered to service users. To maintain the Council regulations and procedures (including Standing Orders, Codes of Conduct, and Financial Regulations) are adhered to. Also to:

a. Plan and allocate resources to anticipate and respond to operational requirements
b. Provide an effective AGCS service
c. Prevent occurrence of emergencies through management of aerodrome hazards and risks
d. Lead a team of Firefighters and develop performance
e. Support all team members in their various roles
f. Deal with emergencies and provide an attendance at the airport as required
g. Ensure compliance with all training both mandatory and programmed sessions
h. Inform and educate the airport community to improve awareness of safety matters
i. Carry out basic aerodrome security and report suspicious activity as required


	3.
	Staff Management:  
Act as Supervisor when conducting the roles of AGCS Operator or RFFS Supervisor and ensure that performance development is understood and practiced. Ensure compliance with HR policies and procedures and provide clear and transparent guidance to other team members in order to resolve problems and provide motivation.

Ensure that all resources are appropriate for the roles, within budget constraints, and that capability / skill levels are maintained and developed to meet workforce planning requirements.
Lead, develop, and implement all work assignments including routine maintenance, checks and inspections and record outcomes.


	4. 
	Performance Management:  
Support the Station Manager to maintain appropriate performance management systems to ensure standards are maintained, improvements developed, and issues addressed in a timely manner. In particular, you should aim to:

a. Assist the Station Manager to maintain a system of reporting and record keeping which readily identifies standards of safety and through monitoring and review, and overcomes any areas of deficiency.
b. Ensure that any hazards are identified, reported and any subsequent risk assessments are complied with.

c. Maintain accurate records of maintenance, attendance, training, and routine checks.

	5.
	Health & Safety:  
Ensure that employees and / or third parties under the control of the Airport Authority comply with the departments Health and Safety at Work procedures and ensure a safe system of work are used at all times. In addition, the staff will ensure as far as reasonably practicable, the health and safety of visitors and passengers operating in and around the airport. Each member of staff will also adopt the ‘safe working concept’ and in certain roles will also:

a. Save life at Aircraft accidents and incidents

b. Extinguish fire

c. Prevent occurrence of emergencies through management of aerodrome hazards and risks

d. Mobilise resources to respond to an emergency

e. Site and position Fire Fighting vehicles at accident and incident sites

f. Contain and control spills of hazardous substances

g. Prevent / minimise environmental impact from airport operations

h. Ensure hazards are reported timeously, documented and reviewed.


	7.
	Other duties & responsibilities:  

Ensure that all duties and responsibilities as declared in the Aerodrome Manual, Part 5, SMS 6 and the Manual of RFFS, Chapter 2 are carried out diligently for the role that is undertaken per shift. Ensure compliance with Council Policies and Procedures including the ICT Acceptable User Policy if applicable.

To maintain accurate records on the following;

a. Aerodrome inspections (various Levels)
b. Wildlife hazard management

c. Foreign Object Debris (FOD)

d. Daily Equipment Checks

e. Aircraft Movements

To promptly report any deficiencies that may impact on the operation of aircraft into the aerodrome and to carry out the actions as described in the Multi Agency Initial Response Plan (MAIRP) and Emergency Orders for any accident / incident.
To undertake any reasonable task as directed by the duty Crew Commander / Station Manager (Oban Airport).




	Person Specification: 


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  (Including membership of professional bodies)


	E.1

E.2
D.1
D.2

D.3

D.4

D.5

D.6

D.7

D.8
	Full UK driving Licence (or approved alternative)
Good general education in literacy and numeracy
Any current or previous Fire Fighter qualification and / or Radio Operators Certificate of Competence (ROCC).

Any membership of IFE, BAFE, BFSA, GATCO or similar.
Any advanced driving qualifications

Any First Aid / Trauma qualifications

Any Breathing Apparatus qualification

Any other Airport Operations Qualifications

Any IT / Administration Qualifications

Any MET Qualifications



	Experience



	E.1

E.2
E.3

D.1

D.2
D.3
	Experience of working in a high pressure environment
Experience of working with precision

Proven skills in communication as part of a team and with members of the public

Any previous experience as a Fire Fighter at an airport of RFFS Cat 2 or higher
Any Experience of AGCS operations or Air Traffic Services

Any Meteorological observation experience



	Specific job-related knowledge  


	D.1


	Any of the following:

a. Airport Fire Fighter or Low Category Supervisor Certificate of Competence

b. First Aid / Trauma Care Instructor

c. Breathing Apparatus Instructor

d. Radio Operators Certificate of Competence (ROCC)

e. Any Assessor award (A1 etc.)

f. Any Airport Ground Operations Certificates of Competence



	Any additional job-related requirements   



	E.1


	The Post Holder will be expected to travel between various locations within Argyll and Bute and beyond to meet the operational requirements of the Service. The Post Holder will also require the following;

a. Basic Disclosure Scotland

b. Criminal Record Check

c. Counter Terrorist Check

d. Medical Certificate

e. Proof of Eligibility to work in UK
f. 5 Year traceable employment history.


	Competencies  

	E.1
	Argyll and Bute Council has identified a set of core competencies that reflect the strategic priorities of the organisation. The Post Holder will have a responsibility to meet the core competences at level two and to perform their role in ways that are compliant with this.
The Post Holder will require to be flexible, motivated, enthusiastic, a team player with a willingness to undertake training. The Post Holder must also be able to act on own initiative and apply good decision making.
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