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	Status: Permanent full-time
	Agreement/Award: Salary


	Primary Objective
	Plan, develop and implement safety and training systems and processes based on the APF’s Strategic Plan. The primary focus is the development and support of industry professionals, able to achieve safety targets through excellence and continuous improvement. This involves analysis of incidents and training data, applied to the Safety Management System and improvements to the APF’s procedures.


Goals

This is a key position in the Australian Parachute Federation which has as its strategy:
1. To foster, administer and regulate parachuting in Australia.
2. To develop, promote and maintain a Risk Management Culture.
3. To maintain airspace and airport access.
4. To represent sports parachuting to national and international bodies.
5. To provide an environment that encourages participation and retains members.
6. To conduct competitions to help participants to achieve their goals and assist our elite to perform at world class standards.
7. To train, educate and promote safety.
Supervision and Management
	Supervisor:
	Executive Director

	Functional Relationships:
	Chief Instructors
	

	Responsible For:
	Technical & Safety Committee (Chair), Rigging and Aviation Committees
	

	Staff:
	STO s NRO NAO TO’s


Expertise & Other Requirements
	
	Must have
	Could have

	Knowledge
	· Thorough understanding of parachute safety and training operations and procedures.
	· Familiar with training management concepts


	Qualifications
	Held or have previously held
· Senior Instructor Rating (preferred)
· Packer ‘A’ or rigger experience (preferred)
· Endorsements; AFF, SFF and Tandem
	· Cert IV in Training & Assessment. 
· Risk Assessment or Safety Management qualification
· Auditing qualifications
· Cert IV Workplace Health and Safety

	Skills
	· Proficient in Microsoft Office Suite.
· Excellent Verbal and written communication skills
	· Experience with online reporting or data analysis software
· Investigation skills 
· Legal knowledge


	Experience
	· Safety and Training management experience
· Instructor Training and Assessment skills 
	· Technical Director 
· Chief Instructor
· STO (old AIE, ASO) 
· Drop zone management
· Safety Management Systems






Key Accountabilities
	Accountability
	Major Activities

	1. Internal / External Relations
	· Work in partnership with STOs and examiners to manage the APF Instructor qualifying programs.
· Work in partnership with STOs to develop and maintain safety standards
· Liaise with CASA, ATSB and Air Services as required 
· Represent APF nationally and internationally on safety and training matters

	2. Training Development & Management
	· Maintain strong working relationships with all Instructor Examiners
· Manage instructional staff ratings/endorsement applications
· Manage the Continuous Professional Development process
· Manage the recruitment, retention, revalidation of APF Instructors
· Manage the Chief Instructor appointment process
· Manage the Senior Instructor process 
· Oversee the management of APF Accredited Course development and implementation

	3. Safety Policy & Development
	· Chair the Technical & Safety Committee
· Develop, implement and maintain safety policies
· Development and implementation of Industry & Operational Safety Management Systems SMS
· Assist other APF Managers to ensure; the currency and ongoing development of regulations and publications, meet current safety requirements

	4. Hazard Identification & Risk Management
	· Provide guidance on hazard identification and safety risk assessment processes to STOs NRO and NAO
· Develop and Implement STO NRO NAO training

	5. Safety Assurance
	· Assess national consistency in safety standards
· Manage and monitor APF incident reporting system
· Oversee and/or assist with the investigation, preparation and distribution of fatality reports as required
· Ensure periodic auditing of member organisations
· Manage applications for Under-Age Jumpers
· Manage High Altitude jump applications

	6. Safety Promotion
	· Develop Safety Surveys and other safety materials for use by instructors
· Provide training to relevant APF Staff when required
· Produce relevant and timely safety related articles and reports for the APF News-Sheet, Weekly Broadcasts & ASM
· Participate in the preparation and presentation of the Annual Conference

	7. Culture & Values
	· Demonstrates an excellent safety behaviour, and promotes a ‘just culture’ that fosters safety practices through effective leadership
· Demonstrate a continuous improvement mindset
· Represent the APF in a professional manner at all times and uphold the APF Code of Ethics

	8. Other Duties
	· Maintain personal familiarity with industry best practice
· Management and support of special projects as directed by the ED
· Other duties as directed by the CEO

	9. Manuals/Publications Managed
	· Training Operations Manual (TOM)
· Parachute Instructor Manual (PIM)
· Endorsement Manuals
· Coaching Manuals
· Instructional Ratings/Endorsement Application process
· Examiners Manual
· Display Manual
· Other safety and training Guides
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