	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Airport Fire Fighter / Flight Information Service Officer 
	Job Evaluation         Reference Number:  
	

	Service:


	Development and Infrastructure
	Grade:


	LGE9

	Department/Section:


	Economic Development
	Location:
	Oban Airport

	Line Manager (post):

	Crew Commander

	Date JDPS was created / last reviewed / amended:
	April 2015

	Version of JDPS: 

(Updated versions should be given the next number.  Please also update “version”  & date at footer below, using Insert/Footer/Edit Footer)
	v.2

	This JDPS should be read in conjunction with:


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


	Job Summary:   (This should summarise the main purpose of the job in 1 or 2 sentences – what is done, to what / whom, with what outcome.)
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 Oban Airport, including Rescue & Firefighting, air / ground radio service, flight information, airport security and attendance for emergency out of hours incidents.  Also assist with other extraneous duties (e.g. bird hazard control, runaway sweeping, fuel spillage, aircraft marshalling, grass cutting, security, baggage handling, landing fee collection, etc).

	Scope / Dimensions:  (This should summarise the level of any operational / financial / budgetary / staffing responsibilities.)
Line management / staffing responsibility for:- N/A
Budgetary responsibility:- N/A
 

	Job Description:  Main Outcomes required  (see Note 1 below)


	

	1.
	Planning
Support the Crew Commander to deliver high quality and best value services to communities by providing a range of services as required at Oban Airport including:-

a) Be part of the Rescue and Fire Fighting team for Oban Airport

b) Provide an air/ground radio service or Flight  Information Service, as applicable

c) Provide a level of Meteorological Observations

d) Provide Airport Security for scheduled flights if required by DfT TRANSEC

e) Provide an attendance at the airport to support operations (including out of hours).

f) Maintain the required competences to perform all functions.

g) Airport and equipment maintenance tasks associated with Argyll Air Services.

h) Carry out extraneous duties as required by the Crew Commander 



	2.
	Service delivery / implementation:  
Assist the Crew Commander to ensure that high quality services and best value are delivered to service users by undertaking a range of duties including:-
a) Save life and provide a survivable atmosphere to sustain life at aircraft accidents and incidents

b) Provide medical intervention to sustain life at aircraft accidents and incidents 

c) Effect rescues at aircraft accidents and incidents on and off the aerodrome, including in areas of fast moving tidal water and mud

d) Respond to medical emergency calls from within the airport boundary and provide medical intervention to sustain life

e) Maintain the operational readiness of RFFS resources and maintain and test vehicles and equipment.

f) Mobilise resources to respond to an emergency 

g) Provide an ‘out of hours’ attendance at Oban Airport, as required for flights, to provide an air/ground radio or Flight Information Service and RFF Category if necessary.

h) Undertake training for Flight Information Service Officer duties, which requires the validated Officer to issue information to aircraft flying in the Aerodrome Traffic Zone (ATZ), to issue instructions and information to aircraft on the manoeuvring area, and to issue instructions to vehicles and persons on the manoeuvring area

i) Undertake DfT Level 1 Security Training and carry out security duties as required by the Station Manager.

j) Carry out various extraneous duties such as bird hazard control, runaway sweeping, aircraft marshalling, fuel spillage procedures, grass cutting, baggage handling and landing fee collection as and when required

k) Participate in general maintence work to: grounds, plant, vehicles and buildings.

l) Adhere to the Council Code of Conduct and represent the Airport in a professional manner at all times.

m) Deal with customers in a courteous manner and complete a customer care training package.

n) Provide Meteorological observations (officially and unofficially) as appropriate.

o) Undertake tasks allocated by line managers in accordance with Airport and Council standards.
p) There may be a requirement for split shift working, subject to Airport operational hours.



	3.
	Budget management :
N/A


	4.
	Staff Management:  
N/A

	5. 
	Quality Assurance:  
Support the Crew Commander to develop, implement and maintain appropriate performance management reporting systems as a means of managing and monitoring the team’s performance, to ensure standards are maintained, improvements developed and issues addressed in a timely manner, and in particular:
a) Undertake mandatory daily and quarterly training, at the Airport.  This will include live fire training with LPG and carbonaceous fuel fires and specialist training techniques for rescue in mud and swift water

b) Maintain and provide detailed records and reports when required.
c) Maintain the required competences to perform all functions.



	6.
	Health & Safety:  
Ensure that employees and/or outside bodies under his/her control comply with the department’s or their own health and safety at work procedures and ensure that safe systems of work are used at all times. In addition:-
a) Prevent occurrence of emergencies through the management of aerodrome hazards and comply to Council Health & safety Policies and Safety Management Systems.
b) Save life and provide a survivable atmosphere to sustain life at aircraft accidents and incidents

c) Provide medical intervention to sustain life at aircraft accidents and incidents 

d) Effect rescues at aircraft accidents and incidents on and off the aerodrome, including in areas of fast moving tidal water and mud

e) Respond to medical emergency calls from within the airport boundary and provide medical intervention to sustain life

f) Maintain the operational readiness of RFFS resources and maintain and test vehicles and equipment.

g) Site and position Fire Fighting Vehicles at accident and incident sites
h) Contain and control the spillage or leak of hazardous substances.  Note: this job may expose the job holder to contact and exposure to bio-hazards and zoological hazards.



	7.
	Other duties & responsibilities:  
Undertake tasks allocated by line managers in accordance with Airport and Council standards and undertake other extraneous duties (e.g. bird hazard control, runaway sweeping, fuel spillage, aircraft marshalling, grass cutting, security, baggage handling, landing fee collection, etc).

	
	

	


	Person Specification:  (see Note 2 below)


	CRITERIA:     E = Essential              D = Desirable    


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


	E.1

D.1


	SVQ 2 , National Certificate, Higher  or equivalent.

Fire Fighter Certificate (or prepared to undertake training).

Air/Ground Radio Operator Certificate (or prepared to undertake training).
First Aid Qualification

MET Observer Qualification

Assessor award and/or instructor qualification

Any ground operations qualifications

Water rescue experience

Customer Service Course
DfT Level 1 Security Certificate (or prepared to undertake training),




	Experience



	E.1

D.1


	Experience of dealing with pressurised situations.

Experience of sufficient effective communication to colleagues and/or members of the public. 

Experience of problem solving. 

Experience of using MS Office packages.

Experience of carrying out a high degree of various practical/manual work related tasks. 

Experience of carrying out duties that require precision.
Previous fire-fighting experience and/or training. 

Previous work at an airport.

Previous Flight Information Service Officer or Air/Ground Radio experience.


	Specific job-related knowledge  


	E.1

D.1


	Fire Fighter Certificate (or prepared to undertake training).

Air/Ground Radio Operator Certificate (or prepared to undertake training).

First Aid Qualification

BA Instructor

MET Observer Qualification

Assessor award and/or instructor qualification

Any ground operations qualifications

Water rescue experience

Customer Service Course

DfT Level 1 Security Certificate (or prepared to undertake training),


	Any additional job-related requirements   



	E.1


	The job holder must be assessed as physically capable of carrying out fire fighting duties, which will involve heavy lifting and exposure to heat, smoke and darkness, e.g. fire fighting hoses and branches, breathing apparatus, hydraulic cutting equipment (individual weight handled will be in excess of 25kg, including the wearing of breathing apparatus)

The job holder must possess full valid UK driving Licence and be capable of driving airport fire vehicles to a response both on and off road.  License must allow for towing equipment as required.

	Competencies   (The skills, knowledge and behaviours required to perform this job effectively)
(Link to Competency Framework)



	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 competencies at level one and to perform their role in ways that are compliant with this. 

The post holder will require to be flexible and an enthusiastic team player with a willingness to undertake training.


	Guidance Notes for Job Description & Person Specification (JDPS):

 

	1. Main Outcomes Required: every post in Argyll  and Bute Council has between 5 and 10 distinct areas where results are required to allow the team/service to deliver the required service.  To identify these, the tasks and duties are listed and grouped into relevant areas, which allows the required OUTCOME to be identified for each area.  
2. In the Job Description section above, the JDPS clearly sets out the key outcomes the post holder is expected to achieve – in other words, WHAT needs to be achieved.  
In the Person Specification section, the JDPS sets out the Essential and Desirable Criteria that the post holder must meet/demonstrate to be able to carry out the job effectively.   In particular, the core competencies reflect how the job should be done.  During recruitment, any candidate must meet/demonstrate all essential criteria to be considered for selection.  
3. In developing each JDPS, the Council demonstrates its commitment to equality & diversity by ensuring that job criteria are consistent, relevant and justifiable to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of age, disability, gender including sex and gender reassignment, sexual orientation, marriage and civil partnership, pregnancy and maternity, race, ethnic origin, colour, nationality, national origin, religion or belief. 
4. The Competency Framework sets out what the Council’s expectations are of our employees at all levels of the organisation, by identifying the skills, knowledge and behaviours required by each employee depending on their job within the Council.  These competencies demonstrate our vision and values in how we deliver our services. The Competency Framework Level relevant to this JDPS is shown on page 1.
5. The Framework also provides the basis for the development of our corporate learning and development programme, which is designed to encourage all employees to realise their potential.  From this, the council have developed a set of Core Training Requirements for each post  in each service/ department.  The Core Training Requirements level relevant to this JDPS is shown on page 1.
6. The work of your team will help to achieve the objectives set out in your Service's Service Plan and all of the Council's Service Plans show how the council achieves the objectives set out in the Council's Corporate Plan.

7. In addition, the statements contained in this JDPS should be considered in the context of their relationship with relevant Council policies and procedures, operating arrangements, and other statutory responsibilities of each job holder.  All policies and procedures can be accessed on the Hub under My HR.
8. JOB EVALUATION: job evaluation is a method for comparing different jobs to provide a basis for a grading and pay structure. Its aim is to evaluate the job, not the jobholder, and to provide a relatively objective means of assessing the demands of a job.
Any fundamental change to the JDPS could potentially require you to follow the new post procedures rather than a change to the existing post (Link to process).  
9. RECRUITMENT: Argyll and Bute Council strives to demonstrate its commitment to equal opportunities. .  
See Note 3 above.  You (Line Manager) should review and agree the JDPS with your HR Officer to ensure it is completely up to date and in particular, that the person specification includes skills, qualities and experience genuinely required to perform the role to the required standard.  In general terms, this will not include any requirements relating to male / female, age, or any other protected characteristic, although your HR contact will be able to advise you if any objectively-justified exceptions, based on genuine occupational requirements, apply.   (Link to policy).
10. NEW EMPLOYEE:  the Council’s Induction Process is designed to ensure new employees are integrated effectively into the Council, and that a consistent approach is taken to achieve this.  As part of the Induction Process, you (Line Manager / Supervisor) are encouraged to explain more detail about the team, its goals and responsibilities.  You should also discuss the new employee’s JDPS again in more detail, and clarifying how it fits in within the team.  Ensure you describe clearly any initial and also clarify what performance standards are required.  This should be done in line with the Induction Process on Week 1, Week 6 and 6 months and the should follow the step below for PRD.  (Link to induction process).
11. PRD:  performance Review and Development is a process that ensures each employee (a) is clear about their contribution to the overall ambitions of the Council, (b) has targets that are aligned  to the values and priorities of the organisation and (c) has their learning and development needs linked to their individual targets.  As part of the annual process, each employee is expected to review their JDPS with their reviewer (usually the line manager) and consider how well the employee has performed in comparison to this over the last year, and identify where any development needs are.
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