SADC AVIATION SAFETY ORGANISATION
Job Description Template

	For Grading Use

	Band
	Grade
	Sub-Grade

	
	
	


SECTION ONE: JOB OVERVIEW

	Job Title


	Executive Director 
	Job Number
	1

	Department 

	Executive
	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 enhance and coordinate the civil aviation safety function in the SADC region through the overall management and administration of the functions of the SASO.
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. STRATEGIC MANAGEMENT
1.1 Maintain a strategic relationship with the SADC Secretariat which provides overall strategic policy guidance    
1.2 Interprets overall SADC strategic objectives in line with SASO mandate 
1.3 Implementation of the decisions of the Ministers responsible for the Civil Aviation
1.4 Develop and implement a robust strategic plan for SASO together with supporting budgets



	2.IMPLEMENTATION OF CIVIL AVIATION SAFETY
2.1 Ensure SASO carries out the functions and duties placed upon it in terms of its Charter, including the following: 

· Regulating members of SASO and undertaking audits at the request of Ministers or as scheduled in the approved work plan programme for the purpose of assessing compliance with ICAO Standards and Recommended Practices (SARPs) 
· Provision and management of technical support to Member States and non-Member States at a fee

· Training various stakeholders within and outside member states 
· Ensuring maintenance of statistics pertaining to the CAA of Member States, performance of the region, accident and incident reporting systems and other relevant matters

· Ensuring industry analysis information 


	3. REGIONAL AVIATION SAFETY COORDINATION
3.1 Coordinate the work of the Technical Committees and any Working Group that may be established     

3.2 Develop organizational policies, staff services rules and procedures 
3.3 Prepare, for consideration by the CAC, an annual work programme of activities

3.4 Ensure exchange of information with the Member States and other relevant agencies 

 

	4. STAKEHOLDER RELATIONS

4.1 Seek and establish strategic partnerships with relevant stakeholders in the Aviation industry

4.2 Act as the representative of SASO and the principal liaison officer between the SASO and its Member States or other stakeholders

4.3 Ensure continual engagement of all stakeholders as necessary



	5. MANAGEMENT OF THE SECRETARIAT
5.1 Responsible for the administration of the functions of the SASO and be accountable to the CAC
5.2 Manage SASO on sound business & financial principles in accordance with plans & decisions of CAC

5.3 Serve under the organization’s quality management system as the Accountable Manager    
5.4 Control the resources of operations of all the services under the SASO
5.5 Promote a learning organization through planning for change 
5.6 Motivating SASO employees by promoting participatory decision making 
5.7 Prepare, for consideration by the CAC, a fee structure for services provided to non-Member States
5.8 Ensure the development and maintenance of a website for SASO 


	5. REPORTING 
5.1 Submit quarterly reports to the CAC  on the activities of the SASO     

5.2 Prepare, at the end of each financial year but no later than 31 March of the following year, an annual report on the performance of the functions of the SASO for submission to CAC 
 

	6. ANY OTHER DUTIES 

6.1 Perform any other duties as may be assigned by the CAC    

 


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.

· $1 900 000 Budget 
· 9 SASO staff 
· 15 Member States
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 SASO strategic implementation plan
· Decides on SASO work plan and human resources requirements
· Decides on SASO policies 
· Decides on resource allocation
· Decides on SASO budget

· Decides on annual and quarterly reporting deadlines to CAC
CONSEQUENCE OF ERROR

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

· Non-corporation from Member States due to poor or sub-standard services 
· Loss of revenue due to poor stakeholder engagement strategies
· Low staff morale due to poor management skills
· Resources wastage due to poor administration 
SUPERVISORY CONTROLS

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

· Supervision from the CAC through meetings and reports (quarterly, annually) 
Supervision Given (what supervision is given, to whom and how often)
· Direct supervision to DED: Technical Operations and Manager: Corporate Services through meetings and monthly reports  
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.

· Relevant degree in Civil Aviation from a recognized institution

· Master’s Degree or equivalent qualification from a recognized institution 
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).

· Business administration qualification  
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).

· 15 years knowledge and experience in civil administration industry or engineering of which 6 years should have been at senior/ executive management in civil aviation industry

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.

· Institution building and management 
· Report writing skills 
· Stakeholder relationship management 
· Ability to motivate others to deliver by setting deadlines 
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).

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




PRINT NAME 

SIGNATURE

DATE
Agreed by CAC Chair: …………………………….    …………………..
………………..




PRINT NAME 

SIGNATURE

DATE
Civil Aviation Committee 





Executive


Director





Deputy Executive Dir.: Technical Operations





Technical Coordinator: 


OPS/PEL





Technical Coordinator: 


AIR/PEL





Manager: Corporate Services





Administrative Assistant





Driver/Messenger





Legal Advisor





ICT Specialist





Office Orderly








Air Transport Economist
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