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ATTACHMENT (1)
EXCERPT FROM VOLUME 1, CHAPTER 2 OF THE SASO MANUAL

Post Descriptions

EXECUTIVE DIRECTOR OF SASO

	Grade:
	Executive Grade TBD

	Reports To:
	SADC Civil Aviation Committee (CAC)

	Duty Station:
	TBD


a. Principal Function

The post entails the overall management and administration of the functions of the SASO and the coordination of the development of civil aviation safety oversight in the SADC Region. 

b. Duties & Responsibilities: 
Duties: (Article 14.8 SASO Charter)
1. Coordination of work of the Technical Committees and any
Working Group that may be established;
2. Exchange of information with the Member States and other relevant agencies;
3. Maintenance of current data and information pertaining to the Civil Aviation Authorities of Member States on aviation organizations, aircraft registries, the number, categories and availability of licensed aviation personnel and other relevant matters;
4. Development and maintenance of a website for the SASO;
5. Development for consideration by CAC of the organizational policies, staff service rules and procedures;
6. Provision and management of technical support to Member  States by the SASO;
7. Organisation and undertaking of audits at the request of Ministers or as scheduled in the approved work programme for the purpose of assessing compliance with ICAO Standards and Recommended Practices (SARPs); 

8. Preparation, for consideration by the CAC, of an annual work programme of activities and budget for the SASO;

9. Management of the SASO on sound business and financial principles in accordance with plans and decisions made by CAC;  
10. Preparation, for consideration by the CAC, of a schedule of fees for services to be provided to non-Members of SASO;
11. Preparation, at the end of each financial year but no later than 31 March of the following year, of an annual report on the performance of the functions of the SASO during the preceding year for submission to the CAC;
12. Submission of quarterly reports to the CAC on the activities of the SASO;
13. Ensuring that the SASO is carrying out the functions and duties placed upon it in terms of its Charter, including implementation of safety oversight activities;

14. running the SASO on sound commercial and financial principles in accordance with the policies and decisions made by the CAC;

15. Controlling the resources of operations of all the services under the SASO;

16. Implementation of the decisions of the Ministers responsible for Civil Aviation; and performance of any other duty as may be assigned by the CAC, and 
17. Performance of any other duty as may be assigned by the CAC.

Responsibilities: (Articles 14.6 & 7 SASO Charter)

1. The Executive Director shall be the representative of the SASO and the principal liaison officer between the SASO and its Member States or other stakeholders, and 

2. The Executive Director shall be responsible for the administration of the functions of the SASO and be accountable to the CAC. 

c.
Qualifications & Experience: (Article 14.4 SASO Charter)
The Executive Director shall be a person with considerable knowledge and experience in civil aviation administration, industry or engineering. He shall have the following minimum qualification:

1. At least a Masters Degree from a recognized institution or equivalent qualification;

2. At least 15 years management experience of which 6 years should have been at the senior/executive management in the field of civil aviation; 

d. Skills and Competences:

Demonstrated competency in management and institution building; excellent skills in report writing; ability to work harmoniously and effectively with other people and to motivate others and to deliver on the set deadlines.

DRAFT SKILLS PROFILING FORM1
Position: Executive Director – SADC Aviation Safety Organisation (SASO)
Grade:   Pending

Date: __/__/201_


Supervision Position: Pending                                       

           Grade:
 Pending

Date: __/__/201_
Main purpose of the job: To promote the safe and efficient use and development of civil aviation within and outside the Member States; to assist the Member States in meeting their safety oversight obligations and responsibilities under the Convention on International Civil Aviation signed in Chicago on 7 December 1944 and its related Annexes and Documents; to promote the implementation of industry best practices within the Member States; to assist in aircraft accident and incident investigations and to implement the overall management and administration of the functions of the SASO. 
	Performance Objective
	Measure of Success

	Implementation of effective policies, procedures, and customer service affecting the Civil Aviation Authorities of members of SASO States.
	Extent of policies and procedures documents prepared for that purpose

	Implementation of safety oversight capacity building and training to enhance such capacity in member of SASO State Civil Aviation Authorities
	Skills development in the region

	Preparation of documents for meetings of the SADC Civil Aviation Committee (CAC) 
	Official documents prepared in a timely manner 

	Implementation of the annual work programme of the SASO
	Progress versus plan – policies effectively and timely implemented

	Effective communication and liaisons with Member of SASO States or other stakeholders.
	Sustainable stakeholder relationships.

	Effective management of  the SASO’s performance

	Existence of effective monitoring tools.


	Skills Requirements
	Current Incumbent’s Skills Profile
	Variance

	Certification
	Certification
	

	Masters Degree from a recognized institution or equivalent qualification 
	
	

	Experience
	Experience
	

	At least 15 years management experience of which 6 years should have been at the senior / executive management level in the field of civil aviation 
	
	Exposure to other sub-sectors

	Demonstrated competency in management and institution building; excellent skills in report writing; ability to work harmoniously and effectively with other people and to motivate others and deliver on set deadlines

	
	


1. Document Source: SADC Secretariat
KEY RESULT AREAS, DELIVERABLES & KEY ACTIVITIES
	Key Result Area
	Performance Objective/Deliverables
	Major Activities / Specific Duties 
	Extent Of Discretion

	Effective Policy and Procedure 
	Implement effective policies, procedures and customer service effecting Civil Aviation Authorities of Members of SASO States
	1. Coordination of the work of the Technical Committees and any  Working Group that may be established
2. Development, for consideration by the CAC, of the organizational policies, staff service, rules and procedures

	In consultation with the CAC

	Administrative and Technical Capacity Building and Training
	Implement safety oversight capacity building and training to enhance the capacity in member of SASO State Civil Aviation Authorities
	1. Provision and management of technical support to Member  States by the SASO

2. Ensuring that the SASO is carrying out the functions and duties placed upon it in terms of its Charter, including implementation of safety oversight activities;


	In consultation with CAC

	Research/Environmental Scanning


	Preparation of documents for meetings of the SADC Civil Aviation Committee
	1.  Preparation, for consideration by the CAC, of an annual work programme of activities and budget for the SASO

2. Submission of quarterly reports to the CAC on the activities of the SASO

3.  Preparation, at the end of each financial year but no later than 31 March of the following year, of an annual report on the performance of the functions of the SASO during the 

4.   Preparation, for consideration by the CAC, of a schedule of fees for services. 


	In consultation with Member States

In consultation with CAC


	Key Result Area
	Performance Objective/Deliverables
	Major Activities / Specific Duties 
	Extent Of Discretion

	Documentation
	Implementation of the annual work programme of the SASO


	1. Maintenance of current data and information pertaining to the Civil Aviation Authorities of Member States on aviation organizations, aircraft registries, the number, categories and availability of licensed aviation personnel and other relevant matters

2. Organisation and undertaking of audits at the request of Ministers or as scheduled in the approved work programme for the purpose of assessing compliance with ICAO Standards and Recommended Practices (SARPs)


	In consultation with CAC

	Stakeholder relationship management
	Effective communication and liaisons with Member of SASO States or other stakeholders.
	1. Exchange of information with Member States and other relevant Agencies

2. Development and maintenance of a website for the SASO


	Responsible

	Performance Management
	Effective management of  the SASO’s performance

	1. Management of the SASO on sound business and financial principles in accordance with plans and decisions made by CAC;  
2.  Running the SASO on sound commercial and financial principles in accordance with the policies and decisions made by the CAC;

3. Controlling the resources of operations of all the  services under the SASO;

4. Implementation of the decisions of the Ministers responsible for Civil Aviation; and performance of any other duty as may be assigned by the CAC, and

5.  Performance of any other duty as may be assigned by the CAC

	Responsible
In consultation with CAC


APPROVAL 

	Name of Incumbent:      
Signature :   __________________________________________________________________  Date:   




	Name of Direct Supervisor for this position: ---------------------------------------------------------------                         

Signature of Supervisor: _______________________________________________________  Date:   ________________




	Name of Head of Department for this position:      ----------------------------------------------------------------                

Signature of Head of Department: _______________________________________________  Date:   ________________
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