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Job Title:  SMS Data Administrator

	Role Purpose (position scope)

	The Safety Management System (SMS) Data Administrator role reports to the Aviation Safety Manager and is responsible for providing data administration/management support to ensure the effective running of the Draken Europe Safety Management System including the Occurrence Reporting database (AQD), associated processes and procedures. 



	Line Manager
	Dotted Line
	Direct Reports
	Dotted Line

	Aviation Safety Manager
	N/A
	N/A
	N/A



	Key Responsibilities

	
Safety Management System Data Administration

· Focal Point for the Draken Europe Occurrence Management System 
· Maintenance, management and administration of the Safety/Compliance Database (AQD).  
· Managing the reporting of relevant Regulatory Reportable Occurrences (ECCAIRS & ASIMS) to the National Authorities within defined timescales and ensuring that updates, through to closure, are appropriately managed.
· Production of standing and ad-hoc related reports to meet business requirements.
· Develop and manage processes to ensure that data and information is available to support key SMS meetings (Daily Risk Assessment Meeting (DRAM), Occurrence Review Meeting (ORM), Safety Review Boards (SRB) and Safety Action Groups (SAG)).
· Provision of administrative support for SMS Training
· Provision of Safety Management support, as required, to the internal and external audit programme.
· Provision of Safety & Compliance Database (AQD) Training as required.
· Work closely with Aviation Safety Advisors to ensure the efficient, accurate and coherent daily upkeep of the Safety Database (AQD), associated data input/output activity and monitoring of associated standards and processes.

· Technical Expertise

· Data management and database administration.

Special Conditions

· Ad Hoc / Out-of-Hours work during urgent / unforeseen business requirements.
· Domestic / International travel as required.
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Any other duties that are reasonably requested by management within the capability of the incumbent.












	Core Competencies

	
Experience & Qualifications

· Educated to A-Level Standard or suitable equivalent – Required. 
· Experience in Data Handling/Management and associated tools (eg Excel) – Required.
· Experience in database administration preferably in a technical or Safety related environment – Required.
· Experience with management of Civ/Mil Occurrence Reporting Systems (AQD, ASIMS, ECCAIRS etc) – Desirable (training can be provided).
· Understanding of Civ/Mil aviation regulations relating to Occurrence Reporting – Desirable (training can be provided).
· Experience of Safety Management Systems – Desirable (training can be provided).

Personal Skill & Attributes

· Good verbal and written Communication Skills – Ability to interface with internal and external customers.
· Good Organizational and Time Management Skills, with the ability to achieve deadlines.
· Excellent Computer / IT skills – Competent in the use MS Office Software and other Company Software as required.
· Attention to detail and ability to spot errors in complex data.
· Maintain high levels of integrity, work ethic and confidentiality and use discretion appropriately.
· Self-motivated, assertive, resilient with the ability to hold their own.
· Continual Improvement mindset and appetite for process development.






	Key Measures

	
· Effective management and administration of the AQD Database.
· Occurrence Report Acknowledgments provided within defined timescales.
· Regulatory Reportable Occurrences (MOR & DASOR) reported within defined timescales.
· Occurrence Report Feedback provided within defined timescales.
· Daily Risk Assessment Data prepared and available within defined timescales.
· Safety Meetings (eg DRAM/ORM/SRB/SAG) provided with information required, error free, and within defined timescales.
· Objectives set during annual Personal Development Review (PDR) 
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