NATO UNCLASSIFIED


PART I
POST NUMBER LAA CAT 1111
CLOSING DATE: 06 January 2011
HEADQUARTERS / UNIT: KAIA
LOCATION: KABUL, AFGHANISTAN

JOB TITLE: Pax Specialist 
GRADE: ICC IA

The benefit package includes:

- € 3761.00 monthly salary, tax-free in the host country.

- € 74.04 per day spent in the Theatre
(€ 42.31 Hazard allowance + € 31.73 austere living allowance).
- Installation allowance equal to one-month salary
(50% to be reimbursed if not completing two consecutive years of service).
- Accommodation in the Camp, free of charge.

- Meals of good quality available to purchase.

- Laundry at nominal charge.

- Two days of annual leave per month.

- Start of Tour & End of Tour paid transportation.

- 5 + 2 days “Leave from Theatre” plus reimbursement of ticket 
up to € 1000.00 for every 6 months spent in the Theatre.

- Medical Insurance from Van Breda International, small fee charged.

PART II – CE DUTIES
A. Post Context:

Combined Air Terminal Operations (CATO) provides movements support to COMISAF for ongoing and future deployments within Afghanistan.  The incumbent controls passenger handling within CATO for all ISAF flights and Troop Contributing Nation flights.
B. Reports to: 
Pax Team Leader/Passenger Services Manager.
C. Principal Duties:
-
Supports the execution of the ISAF mission.
-
Passenger handling to include: checking-in and manifesting using computer systems, processing eligible passengers into the space confirmed and space available basis IAW ISAF and National rules and regulations.

-
Use the public address system to keep passengers informed during flight processing or delayed aircraft information.

-
Ensure all passengers have the required documents for travel.

-
Ensure accompanied baggage is documented in accordance with ISAF standard operating procedures.

-
Safely escort the passengers to and from aircraft movement area, which often requires driving a 52 passenger bus.

-
Ensure that all passengers are manifested and that the manifest is verified at boarding time.
-
Perform a head count of passengers to ensure there are no passengers left behind or in excess of those manifested.

-
Inform passengers of all nation specific aviation requirements.

-
Liaise with aircraft crew to ensure proper and timely loading/unloading of passengers and handover/takeover of required documents.

-
Return passengers to the gate area if an extended departure delay is expected, after coordination with aircrew.

-
Disembark passengers, in a controlled fashion, if required (i.e. in emergency) and re-board the passengers in the same aircraft or a different aircraft if another aircraft is assigned to the mission.

-
Return passengers to the terminal if the mission is cancelled.

-
Validate passenger counts for terminating and in-transit passengers with the passenger manifest(s).

-
Assist the passenger with the recovery of lost baggage by completing a mishandled baggage report and transmitting the report to all stations along the flight route (all up/down line stations) via ALCC or TCN as applicable.

-
Provide customer service in baggage claim area immediately after flight arrival; assistance to in-transit and terminating passengers.

-
During the in-transit passengers on the gate area and ensuring they are manifested for their onward flight.

-
Coordinating with Cargo team/baggage handlers the segregation of terminating baggage from in-transit baggage, delivery of in-transit baggage to the appropriate flight and timely delivery of the terminating baggage to the baggage claim area.

-
Compiling and providing information regarding flight schedules and bookings as requested.

-
Assisting the national movement control teams with the planning and execution of contingent rotations.
-
Coordinate the movement of VIPs and support VIP liaison requests.

-
Complete and verify the accuracy of required movement and statistical documents.

-
Daily maintenance and upkeep of equipment and vehicles.

-
Report any noticed deficiencies or irregularities through the chain of command.

D. Additional Duties:

· The incumbent of the post may be required to perform other related duties as directed.
PART III - QUALIFICATIONS
A. Essential Qualifications:
1. Professional / Experience:

-
At least 3 years of progressive experience in the passenger handling field at a military or civilian airport.
-
Applicable Passenger Handling Qualification.
2. Education / Training:

-
Secondary education.
-
Driving licence mandatory for light vehicles with at least 6 months driving experience. Willing and able to successfully complete the on-site drivers training for airport passenger bus.
3. Security Clearance: 
-
National Secret.
-
National authorities are asked to ensure that security clearance is provided before the arrival of the individual.

4. Language (Listening, Speaking, Reading, Writing, according STANAG 6001). 
Mandatory Proficiency:

English: 3333
French

-
The normal working language within the organisation is English.
-
Applicant must have the ability to effectively communicate fluently both verbally and written in English.
5. Standard Automated Data Processing (ADP) Knowledge:

a. Word Processing
: Basic Knowledge
b. Spreadsheet

: Basic Knowledge
c. Graphic Presentation
: Basic Knowledge
d. Database


: Not Applicable
B. Desirable Qualifications:
1. Professional:
-
Experience working in a Joint or Multinational operations.
-
Experience working in military air movements operations.
2. Education / Training:
-
Multi-Modal Passenger Movements Qualification and/or experience.
3. Language: 
Desirable Proficiency:

English: 4444
C. CIVILIAN POST
1. Personal Attributes:
-
Must be capable of organising and planning work.
-
Must have the ability to communicate confidently in a Multinational/Joint Service environment.

-
Capable of working independently with minimal supervision.

-
Capable of working long hours and handling time sensitive movements operations.

-
Capable of working in a stressful environment, to include adverse weather conditions.

-
Significant experience using microsoft office software, most importantly excel and outlook.

-
Capable of coordinating and monitoring multiple taskings simultaneously.

-
Strong organisational and problem solving skills.

-
Ability to work effectively as a team member.

-
Ability to work in a multi-cultural environment with sensitivity and respect for diversity.
2. Managerial Responsibilities:
-
N/A
3. Professional Contacts:
-
Daily internal professional contacts on working level.
4. Contribution to the Objectives:

-
Essential link in the chain executing COMISAF’s mission.
5. Work Environment:

-
High pyschological strain and risk depending on operational tempo.
-
Living conditions in Kabul are rudimentary with lodging on the military compound.

-
Some work will be completed in an open air environment.  This will include exposure to extremes of noise associated with aircraft operations and seasonal weather, dust, sun, wind and snow.

-
Afghanistan is a post conflict environment and with this is a constant threat of insurgent activity which may affect operations and living conditions on KAIA.
D. Remarks:
· The position of Pax Specialist is paramount to the continuity of the Terminal Operation in support of COMISAF’s mission at all times as directed.  It requires a robust personality, sound justifiable decision making and loyalty to the Chief CATO, his subordinates and ISAF KAIA.  Military Air Terminal Operations is a small part of the overall logistic support required for an area of operations such as Afghanistan and therefore requires abilities that will be tested on a daily basis.  Persons without the abilities and/or qualifications noted above should not apply for this position.

· Initial 12 month contract with possible extensions.
· Because of the dynamic environment, ISAF CE posts are under regular review and therefore job contents, including contract duration and contractual grade may change during the contractual period.
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