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JOB DESCRIPTION

	1.
	JOB TITLE:
	Airport Services Manager  
 

	2.
	HOURS:
	40 hours with flexibility to meet the demands of the business as required for a position of this seniority.

	3.
	RESPONSIBLE TO:
	Airport Operations Manager

	4.
	DIRECT SUPERVISORY RESPONSIBILITY FOR: Airside Manager, Security Manager and Passenger and Customer Service Manager 

	
	INDIRECT SUPERVISORY RESPONSIBILITY FOR: Security Supervisors, Security Officers, Passenger and Customer Service Supervisors, Passenger Service Trainer, Passenger Service Agents, Airside Service Officers, Load Controllers and Refuellers.

	5.
	IMPORTANT FUNCTIONAL RELATIONSHIPS 
INTERNAL: Managing Director/Accountable Manager, CAL Senior Managers/Directors, CAL administration staff, Terminal Supervisors, Passenger Services,  Security, Airside Services, Airport Fire Service, Air Traffic Control and Engineering 
EXTERNAL: Passengers, Civil Aviation Authority, Department for Transport, Airlines, fixed based operator, Special Branch, Immigration, HM Customs & Excise, Suppliers, Airport Tenants/Stakeholders and Cornwall Council.

	6.
	MAIN PURPOSE OF JOB: 
The Airport Services Manager (ASM) role is responsible to the Airport Operations Manager (AOM) in overseeing the terminal operations management team responsible for the day to day running of terminal and apron areas.  
In addition the ASM will fulfil the role of the Airport Safety Analyst and be responsible for delivering the airport safety audit programme as detailed within the Aerodrome Manual.  
You will be responsible for directing the terminal management team in ensuring service standards are complied with at all times and the optimal use of airport facilities and resource, within a cost conscious organisation.  
A proven track record within an Airport or Airline environment, of successful service delivery and audit process is essential.  A decision maker, with an ability to respond calmly and quickly to any given situation, with effective contingency planning is crucial to this role.

	7.
	MAIN DUTIES AND RESPONSIBILITIES:

	7.1
	To support the Airside Manager, Passenger and Customer Service Manager and Security Manager in managing day to day terminal and apron operations. This includes working some weekends. 

	7.2
	To ensure and promote compliance with, and maintenance of safety standards and recommended practices in accordance with the requirements of the EASA Aerodrome certificate and the Airport Company Safety Management System. This will be achieved by delivery of the Airport Safety Audit Programme and safety data investigation and analysis as detailed within the Aerodrome Manual.  

	7.3
	To maintain sound working relationships within the business, airline station managers, tenants/stakeholders and the regulatory authorities.

	7.4
	To ensure the interests of the ‘Airport Company’ are protected in relation to all airside, security and landside operations by reviewing and adapting operational safety processes to changing needs and identified risks.

	7.5
	To assist the Airport Operations Manager with Airport/Airline station emergency, security procedures (including bomb warning threat assessor) and terminal evacuation procedures as published in the relevant manuals to include the role of the Reporting Official.

	7.6
	To carry out project management work as assigned by the Airport Operations Manager 

	7.7
	In the absence of the Airport Operations Manager to attend and chair where necessary key stakeholder committees meetings including the Airside Safety Committee, Airport Stakeholder Committee, Airport Security Committee, Risk Advisory Group and Health and Safety Committee. 

	7.8
	Assist the Airport Operations Manager in managing the Budgetary Accountability for the Operations Departments.

	7.9
	To act as custodian for the following documents and ensure amendments are issued and variations are implemented:
· Cornwall Airport Quality Assurance and Quality Control Programme
· Aerodrome Manual Part B Section 9 Safety Auditing

	7.10
	To form part of the on call senior manager and winter operations coordinator roster providing out of hours support to the business.

	
	RULES AND PROCEDURES

	8
	To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. Equal Opportunities Policy, Code of Conduct, legislation (Health & Safety, Data Protection), regulatory bodies (Civil Aviation Authority, Department for Transport, Health and Safety Executive).

	8.1
	To maintain confidentiality of information acquired in the course of undertaking duties for the department.

	8.2
	To be responsible for your own self-development, undertaking training as appropriate.

	8.3
	To undertake other duties appropriate to the grading of the post, as required.
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