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Aviation Vetting Coordinator







	Function:
	Aviation Compliance and Vetting Administrator

	Job:  
	Administration

	Position:  
	Administrator

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Dublin Airport Authority Account Manager

	Additional reporting line to:
	Dotted to Compliance Team Sodexo Aviation Team

	Position location:
	Dublin Airport

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	
To provide effective administration, compliance and quality assurance leadership and support within the Dublin Airport contract, acting as a key member of the administration management team to ensure operational excellence and service standards are consistently achieved. The role is responsible for managing all personnel vetting, airport identity card processes, mandatory training compliance, audit and reporting requirements, while acting as a central liaison with key stakeholders including DAA, Masterlink and internal Sodexo teams. Through robust governance, monitoring and coordination, the role ensures regulatory compliance, supports continuous improvement initiatives, and promotes accountability in the delivery of contractual and operational objectives.



	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Add point


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	

DAA Account Manager







DAA Compliance Administrator










	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· To ensure compliance and adherence to DAA badging processes
· Maintain detailed records of all due, pending and completed vetting requirements
· Maintain detailed records off all mandatory training and schedule refresher as required
· Maintain and update Sodexo QA systems
· Produce accurate and timely monthly reports as may be required by contract KPI’s
· 



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· To act as an integral part of the admin management team and have collective ownership with that team ensuing all service standards are delivered and adhered to.
· To act as the Authorising Signatory for all vetting and Airport Identity Card requirements for all Sodexo personnel working and onboarding at Dublin Airport Authority.
· To oversee the end-to-end vetting process, ensuring rigid adherence to DAA and NVB requirements, including record keeping, badge expiration dates etc
· To record monitor and schedule the delivery of all mandatory and statutory training for Sodexo personnel (though L&D)
· TO monitor the compliance of deliveries from the Logistics Consolidation Centre
· To act as the primary point of contact for Masterlink in relation any compliance issues and requirements
· To liaise with DAA in relation to scheduling of equipment repair and servicing where there may be a customer impact envisaged
· To collate actions from consumer feedback, to track actions and ensure action owners close out in required timescale
· To utilise all Sodexo self-audit systems and collate data for monthly reporting in like with our contract KPI’s
· To support the implementation of Quality Improvement Plans where necessary
· To establish/promote accountability and responsibility by building beneficial relationships and ensuring a co-ordinated approach to operational deadline adherence.
· 
· 



	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· All applications submitted in line with agreed timelines
· Accurate submissions of all vetting documentation
· QA compliance
· 



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· Fluent English
· Education to 3rd level or other personal development certification
· PC literate, an intermediate knowledge of Microsoft products is essential (Word, Excel, and Outlook)
· Experience of time management/prioritizing
· Experience of vetting is and advantage
· Previous administration experience is required



	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Leadership & People Management

	Rigorous management of results
	Innovation and Change

	Brand Notoriety
	Business Consulting

	Commercial Awareness
	HR Service Delivery

	Employee Engagement
	

	Learning & Development
	






	9.  Management Approval – To be completed by document owner

	
	Version
	
	Date
	

	Document Owner
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