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7 AVIATION SUPPORT BN CONTRACTED MAN HOURS TECHNICAL SUPPORT: SPECIFIC OUTPUTS 
1. All output services listed below are required to meet the needs of the Authority. The list is not exhaustive, and the Authority may request additional outputs to be delivered commensurate with the skillset of the contracted operatives, subject to Contract amendment.

	Type
	Specific outputs
	Minimum Qualifications & Experience (where applicable)

	Quality Assurance
	1. Management, coordination and control of all Bn Quality Assurance on behalf of the Engineering Operations Officer (EOO), and in accordance with the current Engineering Management System (EMS).

2.   The design, implementation and monitoring of a robust quality assurance (audit) plan to develop the Battalion EMS. 

3.   Management and supervision of any personnel placed under the control of the QA Manager.

4.   Ensure safe working practices are maintained and promote engineering excellence throughout the Battalion working environment.

5.   Deliver QA induction and personnel briefings.

6.   Assist the EOO with the maintenance and development of current policy documentation supporting the EMS.  Conduct an annual review.

7.   Assist the EOO with the continuing requirement to meet External Quality Audits (EQA), Technical Evaluations (TECHEVAL) and Equipment Care Inspections (ECI) standards.

8.   Conduct technical investigations and projects on behalf of the EOO.

9.   Liaise with outside agencies and Station units regarding Quality matters.

10.  Conduct duties as Quality Systems Owner (QSO).
	

	Health & Safety
	1. Day-to-day management and assurance of health, safety, environmental and fire arrangements (strictly advisory as responsibility rests with the chain of command and appointed line managers).

1. Act as focal point for SHE&SD information.

3.   Manage the Instructions and Procedures contained in the Battalion SHE&SD Manual.

4.   Maintain a SHE&SD Plan covering all of the main SHE&SD management areas and which encompasses local issues.  This Plan will reflect the requirements of the Wattisham Station SHE&SD Plan.

5.   Monitor all workplace and fire risk assessments for 7 Avn Sp Bn REME. 

6.   Assist the EOO in the management and monitoring of Risks to Life (RtL).
	
7.   Monitor the 7 Avn Sp Bn REME Environmental Management System. 

8.   Monitor the application of the detailed arrangements for compliance with legislative and MOD requirements in the SHE&SD management areas, including the SHE&SD Plan and the Fire Risk Assessments for 7 Avn Sp Bn REME.

9.   Act as the secretary, write and circulate the minutes of 7 Avn Sp Bn REME SHE&SD Committee.  These meetings are to take place on a 3 monthly basis.  The meeting minutes are to form the basis of regular reports on the overall standard of SHE&SD within 7 AA Bn REME and the DSU.

10.   Conduct annual SHE&SD audits on all areas, report on findings and use the findings to produce an annual report on the overall standard of SHE&SD within 7 Avn Sp Bn REME.                                      

11.  Ensure that accidents, potential hazards and dangerous occurrences have been investigated satisfactorily and that all resultant actions have been completed.

12.  Assist in maintaining and improving SHE&SD understanding and compliance through planning, training providing information and monitoring performance.

13.  Report directly to the CO if, it is considered, further measures are required to achieve compliance with SHE&SD matters.

	Essential:

NEBOSH – National Certificate in occupational safety and health

	Information Technology (IT)
	1.   Monitor and co-ordinate of all aspects of IT
within the Bn, ensuring compliance with
Authority regulations and unit procedures.  

2.   Act as the focal point for all IT faults and minor repairs within the Bn including desktops, laptops, CIETP laptops and associated equipment. 

3.   Co-ordinate all Hardware and infrastructure issues with the DII Estate Manager. Ensure the provision of IT equipment, consumables and any Hardware exchanges are recorded.

4.   Co-ordinate all Telecommunication faults and projects with Colchester Garrison G6 and conduct general repairs as necessary.

5.   Co-ordinate and administer the allocation and closure of DII(F) user accounts on both restricted and secret domains.

6.   Assist with the administration of 7 Avn Sp Bn REME IT security policies as directed by the Bn ITSO including SyOPs.

7.   Control and maintain the Bn MOSS, Intranet and Internet Websites as required, including technical liaison with the Bn IHub team.

8.   Advise the Bn Eng Ops Offr on any IT security and infrastructure issues.  

9.   Carry out any projects as directed by the Bn Eng Ops Offr.

	Essential:

Experienced in MS Office Suites and Windows programmes.

	Vehicle Support 
	1.  The servicing, maintenance (both scheduled and unscheduled) and repair of Battalion equipment.

2.  Carry out Level 2 repairs in accordance with Technical publications, as directed by supervisors (where applicable) and within all Health & Safety guidelines.

3.  Carry out routine inspections in accordance with Technical Publications, as directed by supervisors and within all Health & Safety guidelines.

4.  Ensure that all work carried out is documented in line with unit working practises.

5.  Ensure that all completed work is processed by (where applicable) Supervisors/Servicing Bay Manager/Repair Section Manager and all relevant paperwork is signed and returned to the Repair Section Manager.

6.  Ensure that all work conducted is actioned on JAMES LAND.

7.  Where applicable, the supervision of all mechanical fitters/operatives within their area of responsibility.

8.  Where applicable, assist in the trade development of junior tradesmen.

9.  Ensure work areas are clean and free from hazards at all times.

10.  Ensure at all times that appropriate clothing is worn to perform duties in an engineering environment and that Personal Protective Equipment (PPE) is used when appropriate. 

11.  Carry out any other engineering tasks as deemed applicable to the output delivery.  










	Essential:

City & Guilds Craft Studies 381, Levels 1, 2 & 3

IT Literate 

Supervisory staff to have previous management experience

Desirable: 

JAMES LANDS Maintainer qualified

	Technical Stores Support
	1.  Carry out and, where applicable, control out the Issue/Receipt procedures for unit equipment.

2.  Carry out and, where applicable, control the Issue and receipt of tools and equipment in accordance with current regulations.

3.  Process ASTEPs and ECNs in respect of upscale/downscale of equipment holdings.

4.  Ensure equipment maintenance is carried out as required.

5.  Identify and maintain the location of equipment from account ledgers.

6.  Ensure familiarisation with technical publications regarding tool control.

7.  Ensure calibration equipment is in date prior to issue.

8.  Strictly observe and, where applicable, control hazardous waste procedures.

9.  Ensure COSHH items are correctly stored and controlled.

10. Carry out and, where applicable, control the correct procedures for the exchange store items and replacement procedures from supply agencies.

11.  Carry out and, where applicable, control the retrieving and entering of information from/to the toolstore database.

12.  Carry out any other stores related, or administrative tasks as directed by the supervisor, SSM or EOO within their ability and in the fulfilment of their duty.

	Essential:

Relevant trade qualification


Desirable:

First Aider/appointed person
Risk/COSHH assessor

	Administrative Support
	Technical Admin Support:

1.  Conducting Technical Documentation Exploitation utilising GOLDesp.

2.  Take and produce all meeting minutes as directed by line management.

3.  Carry out all urgent clerical duties as directed by line management.

4.  The prompt processing of all technical documentation as directed.

5.  The prompt processing of all administrative paperwork as directed.

6.  Ensure all technical documentation is correctly and accurately recorded, registered and filed in accordance with unit procedures.

7.  Ensure all technical data is correctly and accurately recorded on the appropriate electronic register in accordance with unit procedures.

8.  Post any relevant technical documentation on the Eng Con notice board.

9.  Complete all departmental stationery demands including proforma and forms requirements.

10.  Keep the admin office to a high standard of tidiness, with files, documents and proforma in good order.

11.  Carry out any other tasks within their capability and experience as directed by their line manager.

General Admin Support:

1.  Receive and sort all incoming and outgoing mail in consultation with the Unit Postal Liaison Officer and in compliance with the Defence Mailing System.

2.  Ensure all items delivered by recorded or special delivery are correctly accounted for and accurately logged.

3.  Assist with the evaluation and improvement of the PRI shop under direction of the PRI account holder.
 
4.  Assist with the running of the PRI shop, providing a focal point of service for customer relations.

5.  Ensure all stock is controlled and accurately accounted for, allowing for stock checking and audits by the RAO department.

6.  Liaise with external agencies for any matters pertaining to the PRI shop sales.

7.  Ensure any military or civilian stand-in personnel, during periods of absence, are given a thorough briefing.

8.  Ensure the administrative area is maintained to a high standard of tidiness, with files, documents and registers in good order.

9.  Carry out any other clerical duties or tasks in their capability and experience, as directed by line management.



	Essential:

IT: Basic knowledge of Microsoft Office (Word & Access) and GOLDesp.
Good communication and numeracy skills.
Good telephone manner.
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