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Gold Coast Airport Pty Limited

Position Description

Position:

Administration Support Role
Location:

Gold Coast Airport


Department:

Aviation
Reports to:

HR & Administration Manager & GM Operations & Standards
Status:

Permanent full-time 
Agreement/                Salary  

Award:

__________________________________________________________________________

Purpose of the role:

· To provide varied administrative support functions in a professional and competent manner as part of the Administration Team and in particular to the QAL ASIC issuance office and the Aviation team.
Key Result Areas:

1. 
Support for Aviation
2.
Administration – General 
3. 
Team Participation, Quality and WH&S

Staffing responsibility:      Nil
Liaises with:

Internal:
Staff at all levels
External:
Stakeholders, Guests, Contractors & Suppliers 
Duties and Responsibilities 
1.  Support for Aviation 
· Administration support for the QAL ASIC issuance office, Regulatory Compliance Officer and the Aviation Team as required and directed by GM Aviation, GM Ops  & Standards and Operations & Safety Supervisor
· Co-ordinate and provide the Secretariat service for Operational Meetings – Agendas, Record/distribute minutes for:
· Community Aviation Consultation Group

· ANACC Committee

· Airport Security Consultative Group

· Airport Emergency Committee

· GACC

· Bird & Wildlife Committee

· Aerodrome Safety Committee
· Proactive monitoring and update of meeting action items
· Set up rooms for meetings 

· Administration Support for the QAL ASIC Issuance Office
· Printing
· Scanning

· Filing

· Administration Support to the Aviation Regulatory Compliance Officer

· Assist in Emergency Exercise Planning
· Process purchase orders using Finance One system as required.
· Reconcile Credit Cards for GM’s as required

· Arrange GM’s and Aviation Team Travel

· Update ERSA/DAP/AIP documents as required

· Reports updated from monthly noise data
· Maintain Aviation Database registers:

· Hazard and Incident Register

· Aircraft incident Register (scan & file – forward to ATSB)

· Bird Strike Register (distribute to stakeholders – forward to ATSB)

· Assist with Forcefield Alarm Monitoring

2.  Administration – General 
· Relief Reception as per roster
·  Provide ad hoc support to the Administration Team as requested by the     HR/Admin Manager

·  Assist Admin Team with set up and pack down of Boardroom, Meeting Rooms for Company functions including Stakeholder Meetings, internal meetings and Lunch boxes.
3.  Team Participation, Quality and WH&S 

· A proactive, positive involvement as part of the Administration & Aviation teams
· Ensure all relevant legislation, policies and procedures are adhered to

· Identify any WH&S issues and report using appropriate procedure 

· Provide quality internal and external customer service

Person Specifications

Knowledge, qualifications and experience

· Secretarial/administration studies (eg school, college, TAFE)
· Relevant work experience in a similar office (2 years)

· Exposure to Aviation Industry (preferred)

· Be able to obtain Security Clearance for an ASIC

· Meet requirements of Drug and Alcohol Management Plan 

Skills and competencies

· Good computer literacy (Microsoft, Word, Excel, Outlook)

· Accurate typing (speed 50 wpm with 95% accuracy)

· Good organisational, time, task and priority management skills

· Good internal and external customer service skills

· Good problem solving skills

· Good literacy skills 

· Excellent personal presentation 

Personal attributes

Responsibility and accountability – Responsible and accountable for own and direct staff practices and standards, able to work with general supervision and strong attention to detail

Achievement orientation – Committed to achieving company, team and personal objectives

Flexibility – Able to adapt to and work effectively within a variety of situations and understanding and appreciating different and opposing perspectives

Communication – Understand and respond appropriately in a constructive and professional manner 

Teamwork – Encourage and participate in a positive teamwork environment

Developing self– Willing to participate in training and development

Integrity – Respectful, courteous and cooperative relationships established and maintained with all staff, stakeholders and internal and external customers 

Confidentiality – Confidentiality of information maintained regarding QAL and staff

Stress resistance – Perform consistently during peak times and when under pressure

Professional management – Professionally manage oneself and be accountable for the professional application of duties 

PERFORMANCE MEASUREMENT
	KRAs
	Measurement method

	1.  Support for Aviation 
	· Perform Administration duties for Aviation department in a timely manner and to their satisfaction.
· Accurate the timely organisation, minute taking and distributing for relevant Committees as per support for Aviation.

· Accurate maintenance of Aviation Database registers.

· Support and assist Aviation Team to a satisfactory level in all areas of Regulatory Compliance 
· Maintain high level of confidentiality 



	2.  Administration General
	· Relieve Reception as per Roster
· Timely and accurate travel bookings, purchase orders.

	3.  Team       participation Quality and 
 WH&S
	· Contribution to the Administration Team when required, to the satisfaction of the HR & Administration Manager
· All compliance requirements (eg legislative, policies, procedures) adhered to

· WH&S issues identified and reported 

· Quality internal and external customer services provided 


TIME ALLOCATION

	Key Result Areas
	%

	1.  Support for  Aviation 
	70

	2.  Administration General
	       30

	2.  Quality and WH&S
	Ongoing

	Total
	100%


ACKNOWLEDGMENT

I acknowledge that I have read and understood the key result areas described in this Position Description and agree to carry out my duties and responsibilities to the best of my ability.  I also understand that at times I may be required to undertake other duties relevant to the position that are not listed in this statement. I acknowledge my employer’s right to alter this Position Description from time to time.

Name:  ………………………………………………

Signed: ………………………………………………
Date:  ….../..…./…...
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