London City Airport
Job Description


Job title:
AIRFIELD DUTY MANAGER
Department:
Airfield Operations & Safety Unit (AOSU)
Reporting to:
Airfield Operations Manager (AOM)
Reports in:
Airfield Operations Officers

Location:
AOSU Airside Office

Grade / salary:
Salary Level 2
Date:
January 2016
Main purpose of job:

The Airfield Duty Manager (ADM) has day to day responsibility for all airfield operational activities, safety and infrastructure as well as ensuring compliance in accordance with the certificate and EASA requirements. Additionally responsibilities include close liaison with other departments and airport stakeholders to resolve issues and manage disruption. The Airfield Duty Manager also forms part of the designated Bomb Threat Assessment team and acts as Airport Silver.
Main tasks of the job:
Responsibilities & Accountabilities
· Maintain the airfield, runway and airside environment in a safe condition and free from anything likely to endanger aircraft, agencies and personnel working thereon.
· Maintain airfield, runway and stand availability at all times including during winter and adverse operational performance by engaging and co-ordinating with ATC, Ramp Control (Stand Planning), Airlines and Airport Stakeholders and promulgate communications on airfield availability to all relevant parties.
· Monitoring and ensuring adherence by all airfield operators and stakeholders to Aerodrome Authority and EASA requirements and standards whilst at all times promoting a ‘Just’ safety culture.
· Assessment and safeguarding of the surrounding environment for obstacles or obstructions causing an infringement of the protected surfaces, including the co-ordination of vessel movements through the surrounding docklands ensuring minimal impact to flight operations.

· Provide leadership to the Airfield Operations Officers. Drive high performance and development aligned to the organisational values.

· Management of all airside works authorisation with Permit to Work, and site monitoring to ensure that safety requirements, operational efficiency and airfield availability are maintained throughout all airside works in progress.
· Respond to and investigate all airside accidents and safety occurrences in line with the Aerodrome SMS and Safety Investigation processes. 
· Adopt and engage in additional projects as necessary to drive the business forward in line with the organisational aims.

· Assume the role of Airport Silver during any airport incident or emergency. Co-ordinate with Airport Fire Service, external emergency services, external agencies and internal departments to ensure that emergency actions are carried out in accordance with airport ‘Emergency Orders’. This includes forming part of the Airport (Bomb) Threat Assessment team as defined by DfT regulations.
· When required, assist the Airside Competency Delivery Officer (ACDO) with the deliverance of an up-to-date training program for Airside Ramp Safety Awareness and Airside Driver Awareness presentations. This encompasses presenting the courses to internal and external personnel.

· Outside of operational hours the Airfield Duty Manager will be the senior person on duty and represent AOSU management on an ‘on-call’ basis.
· Deliver excellent airline and passenger service
· Undertake any other reasonable requests by Management
· Deputise Airfield Operations Manager (AOM) in the event of absence
Performance Measures: 
· Performance management – Airfield Operations Officers

· Completion of annual appraisals for direct reports

· Direct reports are meeting their objectives through personal development plans and have been appropriately line managed. 

· Where development needs have been identified – appropriate support has been given
· High morale in team
· Deliver the Airside Winter Operations Plan
· Good working relationships with key stakeholders including Projects, Jet Centre, Ramp Services, Airport Fire Service, Environment and Planning, Air Traffic Control, Airlines, and other airside agencies.
· Attend regular meetings with key stakeholders
· The process for projects on the airfield is followed with effective handover at point of project completion.
· No impact on operation and airfield is fit for purpose
· Meets designated Health and Safety targets
· Risk Assessments are in place where required, updated as and when in liaison with AOM 
· No internal accident reports for departmental activities
· Efficient accident and safety investigation completion 
· Ensures continuous communications regarding airfield status
· Daily log and End of Day Report is up to date for the operational components
· Operational section of the Board report is prepared in a timely manner
· Completing TRACA’s with an agreed target. 
· Completion of allocated projects and objectives as agreed with AOM.

Qualifications & Experience:
· Graduate calibre or proven relevant experience.

· Experience of working in a leadership and management position within a safety focussed service delivery organisation.

· Knowledge and understanding of airside, aircraft ground and flight operations, and in particular aerodrome licencing, safeguarding and regulatory standards. 

· Knowledge of relevant CAA regulations/guidance material and EASA requirements
· Good analytical and communication skills at all levels
· Strong team leadership skills particularly during stressful or challenging situations
· Sound ability to coach, facilitate and create opportunities for learning and development
Working conditions:
The role is based on a shift system (averaging 40 hrs working week) with a variety of early and late shifts, working some weekends and Public Holidays. The hours requiring cover are:

Mon – Fri: 05:00 – 22:30 hours / Sat: 05:00 – 13:15 hours / Sun:
11:00 – 22:30 hours*
*Note: Due to upcoming infrastructure projects in 2016 resource requirements are currently being assessed, therefore it is under consideration to implement night shifts. 

Winter operational hours vary slightly and during periods of heavy snow or disruption, operational hours may be extended to 12 hrs shifts to provide 24 hour cover as required by the business.
The ADM will be required to work outside on the airfield in all-weather when inspecting the airfield and airside activities. Uniform will be provided together with wet weather clothing as appropriate.

High visibility clothing, safety footwear and hearing protection (where appropriate) must be worn at all times when working airside.
The candidate should ideally live or be able to relocate within 30 minutes journey time of the Airport and should be flexible in terms of additional hours required.

Personal Specification:
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	1. Education & training


	5 GCSEs at Grade C or above


	Good vocational training

Graduate calibre

	2. Experience


	Experience of working in a busy and stressful office environment

Experience of dealing with management at a senior level.

Experience of managing staff and working in a small unit.


	Experience working for an airline or airport Ops Department.



	3. Specialist skills & knowledge


	Knowledge of airline or aircraft operations.

Working with PCs and packages (word processing and spreadsheets).

Excellent verbal and written communication skills.

Full clean UK driving licence. (manual)
Ability to communicate at a senior level

Good working knowledge of H&S requirements 
	Working with statistics would be advantageous.

Knowledge of Safety management systems

Knowledge of quality management systems

Knowledge of EASA/CAA requirements

H&S qualification



	4. Personal qualities


	Ability to take control of a situation and manage personnel and resources under pressure.

Be able to work under stress and to tight deadlines.

Be able to demonstrate good leadership skills and to build relationships

Be able to react quickly to rapidly changing situations and be able to disseminate a large amount of information.

Be able to deal with and address senior management.

Must be keen to work as part of a team and develop team units effectively. Must have a good eye for detail.

Communications with external agencies.

Reliable

Organised and methodical

Ability to multi task

Leads by example

Ability to work outside of normal operational hours as required
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