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JOB DESCRIPTION
	Job Title:
	Training & Competency Officer

	Division:
	Operations Division – Rescue Fire Services (RFS)

	Responsible To:
	Manager RFS

	Responsible For:
	Responsible for the planning, development, delivery and continuous improvement of the Rescue Fire Service training and competency assurance programme, including recruit training, recurrent training, specialist training, competency assessments, qualification management, instructor development, physical competency standards, operational exercises and capability development.

The Training & Competency Officer is accountable for ensuring personnel maintain the competencies required to perform their operational duties and works in partnership with the Chief Fire Officer and Compliance & Assurance Officer to strengthen operational capability and organisational resilience.


	Job Purpose:
	To develop, deliver and maintain a comprehensive Rescue Fire Service training and competency assurance programme that ensures personnel remain qualified, operationally competent and capable of responding effectively to aircraft emergencies in accordance with ICAO Standards, Civil Aviation Rules and Airport Authority Cook Islands operational requirements.


	Other Responsibilities

	· Develop, implement and maintain the Rescue Fire Service annual training and competency programme.
· Plan, coordinate and deliver recruit, recurrent and specialist operational training.
· Conduct competency assessments and determine operational competency in accordance with approved competency standards.
· Develop and maintain training resources, lesson plans, competency assessment tools and operational exercises.
· Monitor competency currency and recommend remedial training or reassessment where competency gaps are identified.
· Provide technical advice to the Manager RFS on training standards, competency assurance and capability development.
· Work collaboratively with the Chief Fire Officer to identify operational capability gaps requiring training intervention and with the Compliance & Assurance Officer to ensure competency records and training documentation remain accurate and audit ready.
· Mentor and develop instructors, Crew Chiefs and emerging operational leaders to support succession planning within the Rescue Fire Service.
· Participate in Incident Command training, emergency exercises and major incident debriefs to support continuous operational improvement.


	Job Band:
	Band F Grade 13

	Job size
	339

	Jobwise grade
	T3 

	Date updated:
	July 2026


	
	


TO TATOU ORAMA E TE AKAKORO`ANGA – OUR VISION AND MISSION
	Te Orama – Our Vision
	Te Akakoro`anga – Our Mission (Purpose)

	“E kaveinga tumanava no te Pasifika ki roto i te Tu`anga Tau-Manureva”

Leading the Pacific way in Airports
	· Kia rauka te turanga meitaki roa atu na roto i te:
Akonoanga i to tatou aronga angaanga
· Akatupuanga i te meitaki e te au
· Turanga moni matutu
· Akatinamouanga i te turanga akapouanga moni kore
· Akonoanga i te aorangi i roto i tatou au angaanga

To achieve excellence in:

· Investing in our people
· Improving on Safety and Security
· Financial Stability
· Adopt cost-effective practices
· Implement environmentally sustainable operations











ORGANISATIONAL STAFFING STRUCTURE
	



KEY RESULT AREAS (KRA’S)/OUTPUTS
	KRAs for this position 
	Key Performance Indicators

	KRA 1: Training Programme Management
	· Annual training programme implemented; scheduled training completed.

	KRA 2: Competency Assurance
	· Competency assessments completed; qualifications maintained; competency reassessments completed within required timeframes.

	KRA 3: Operational Capability Development
	· Operational capability gaps identified; remedial programmes implemented; operational exercises completed.

	KRA 4: Instructor & Leadership Development
	· New instructors, Crew Chiefs and emerging leaders developed through structured coaching and mentoring.

	KRA 5: Business Continuity
	· Provides effective coaching, mentoring and on-the-job training to designated successors or assistant staff to ensure continuity of operational capability.
· Maintains current procedures, work instructions and operational documentation to support knowledge transfer and business continuity.
· Ensures critical operational knowledge, systems and responsibilities are effectively transferred during periods of leave, absence and staff transition.
· Identifies capability gaps and contributes to succession planning and workforce development initiatives.



WORK COMPLEXITY
	Indicate most challenging problem-solving duties typically undertaken (3-4 examples):

	1. Maintaining competency assurance across a 24-hour emergency response organisation.

	2. Balancing operational training requirements with operational staffing availability.

	3. Conducting objective competency assessments while maintaining operational credibility.

	4. Developing training programmes that meet ICAO, Civil Aviation and organisational standards.

	5. Maintaining training quality and competency standards during organisational change.



AUTHORITY
	Financial
	Delegated authority in accordance with AACI financial delegations and approved budgets

	Staff
	Functional authority for competency assessment, qualification recommendations and training delivery.

	Contractual
	Coordinate specialist instructors, training providers and external training programmes within delegated authority.

	Functional
	Functional authority over Rescue Fire Service training programmes, competency assessments and qualification recommendations.



FUNCTIONAL RELATIONSHIPS
	Internal
	Nature of Contact
	External contacts
	Nature of Contact

	Manager RFS
	Heavy
	Civil Aviation Authority
	Medium

	Chief Fire Officer
	Heavy
	External auditors/instructors
	Medium

	Compliance & Assurance Officer 
	Heavy
	Emergency Services
	Medium

	RFS Operational Personnel
	Heavy
	Training Providers
	Heavy

	Other airport sections, 
	Medium
	
	



QUALIFICATIONS (OR EQUIVALENT LEVEL OF LEARNING)
	Essential: (least qualification to be competent)
	Desirable: (other qualifications for job)

	· Qualified and operationally competent in Rescue Fire Service operational response functions.
· Successfully completed the Rescue Fire Service operational qualification pathway to Crew Chief or equivalent recognised supervisory qualification.
· Recognised Instructor or Training qualification, or the ability to obtain the qualification within an agreed timeframe.
· Recognised Competency Assessor qualification, or the ability to obtain the qualification within an agreed timeframe.
· Current driver licence appropriate for operational emergency response vehicles.
	· Certificate or Diploma in Adult Education, Training, Emergency Management or a related discipline.
· Aircraft Incident Command qualification.
· Leadership or Management qualification.
· Emergency Scene Command qualification.



EXPERIENCE
	Essential: (least number of years to be competent)
	Desirable: (target number of years you are looking for)

	· Minimum 5–7 years' operational Rescue Fire Service or equivalent emergency services experience.
· Minimum 2–3 years' experience as a Crew Chief or equivalent operational supervisory role.
· Demonstrated experience delivering operational training and practical instruction.
· Demonstrated experience conducting competency assessments or working within a competency-based assessment system.
· Demonstrated experience developing lesson plans, practical exercises and operational training programmes.
	· Experience managing organisational training systems.
· Experience developing instructors.
· Experience implementing competency assurance systems.
· Experience coordinating external training providers.
· Experience participating in regulatory audits or organisational assurance programmes.



KEY SKILLS /ATTRIBUTES/JOB SPECIFIC COMPETENCIES
	Level of ability required
	Skill/Competency

	Advanced
	Training Programme Development

	Advanced
	Competency Assessment

	Advanced
	Adult Learning and Instruction

	Advanced
	Operational Fire Fighting Knowledge

	Advanced
	Coaching and Mentoring

	Working to Advanced
	Emergency Exercise Design & Evaluation

	Working to Advanced
	Incident Command



COMPTENCY AND LEADERSHIP PATHWAY FOR TCO
Airport Authority Cook Islands is committed to developing leaders through competency-based progression. The following pathway identifies the recommended development programme for officers appointed to this position. Progression through the pathway will be based on demonstrated competence, operational performance, leadership potential and organisational requirements.
	Development Pathway

	Status

	RFO qualification
	Completed

	Crew Chief Qualification Demonstrated and Competency
	Required

	RFS Instructor Qualification
	Required

	Training & Competency Assessor Qualification
	Required

	Aircraft Incident Command Competency
	Required

	ACI Diploma in Leadership Essentials
	Required

	Certificate in Business or Management (Level 4 or 5)
	Recommended

	Certificate in Project Management 
	Recommended

	Global ACI-ICAO Airport Management Professional Accreditation
	Recommended

	CFO or Manager RFS Pathway
	Long -Term







CHANGE TO JOB DESCRIPTION
Changes to the Job description may be made from time to time in response to the changing nature of the Agency work environment - including technological or statutory changes.
Approved:
Chief Executive Officer _____________________________        Date __________
Employee ________________________________________               Date __________
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