



Role Specification

Job Title:

Administrator (Biggin Hill)


Reports to: 

Continuing Airworthiness Manager (Biggin Hill)
Key Interfaces:
Technical Records team




Logistics Manager

Engineering Managers




Engineers



Owners/customers


Main Purposes of Position

This role has two main areas of responsibility;  technical records and logistics.

This role is key in creating and maintaining accurate technical logs, records and aircraft schedules for the fleet within Engineering and Maintenance Business Unit.  In ensuring the quality programme is maintained, all aspects of technical records, technical library, planning and scheduling must be completed in compliance with the appropriate external regulatory authorities.   
The role is also key in maintaining the stocks and parts for the base, liaising with the Logistics Manager to ensure that the proper processes for procurement and validation requirements are followed.
Responsibilities 

1. To receive work packs from engineers and transcribe the information into technical records/logs, inputting and populating the computerised system.
2. To create technical records for new aircraft and update existing logs on a timely basis, within deadlines prescribed by authorities.
3. To raise task cards or work packs, verification of task cards and updating of computer systems.

4. To liaise with engineers and check information supplied in work packs to ensure that correct information is inputted into computerised technical records. 
5. Maintain records and develop initiatives as required.   To ensure aircraft tracking is maintained, with updating of aircraft hours, log books, technical logs and component change coding.
6. To create records in the new computerised system for CAA & FAA accreditation, ensuring compliance and accuracy.  Transfer records from old computer system so that operation is totally within the new system.

7. To continuously improve and maintain processes within technical records.

8. To calculate aircraft flight times against regulatory demands and create schedule of plan for aircraft maintenance.

9. Working within the Technical Records team, undertake other duties such as maintaining the technical library.

10. In conjunction with the technical records team, prepare for planning meetings and scheduled maintenance of both rotary and fixed wing aircraft.

11. To update the technical library, receiving and circulating updates to engineers. 

12. Under the office of airworthiness to carry out AD/SB recording, conduct E3 surveys and process requirements for airworthiness review certificate.
13. To work with the quality team in all aspects ensuring compliance with external regulatory authorities.

14. In conjunction with other departments, such as rotary, fixed wing and avionic teams, to ensure the quality programme is maintained.   

15. To ensure authorisation and proper procedure is followed for procurement of parts and stock.  

16. To receive and maintain parts and stock in accordance with requirements, including validation.

17. In liaison with Logistics Manager, to source, quote and arrange for dispatch of parts when required in accordance with company procedures.

18. To attend to AOG requirements as directed by Logistics manager.

19. To perform all duties as trained in accordance with the Company Health, Safety & Environment Policy, other company policies and procedures, observing external regulatory authorities as appropriate.
20. To undertake and assist in any other duties and responsibilities as delegated or directed by the Technical Records Supervisor.
Limitations

1.
Cannot approve capital expenditure.
Core Competencies

1.
Computer Literate 
2.
Detail Conscious
3.
Good Mathematical ability – to A level standard
4.
Flexible in approach, attitude and aptitude/skills

5.
Logical Mind

6.
Self motivated

7.
Well organised

8.
Experienced administrator
9.
Preferable to have technical records experience and/or stores (not warehouse) experience.

10.
Good understanding of Technical records and aircraft maintenance documentation.

11.
Analytical and able to problem solve
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