Technical Records Administrator
Job Description

Salary: From £22,000 per annum (depending upon experience)
Hours: 40 hours per week (Monday to Friday, 8.30am - 5.00pm)
Reporting to: Accountable Manager
Main Purpose of the Job: 
· Previous experience in an aviation technical services environment. 

· To understand and interpret airworthiness data including Airworthiness Directives, Service Bulletins and Manufacturer maintenance requirements. 

· To administer our maintenance tracking software CAFAM (previous experience desirable) and apply necessary Airworthiness Data requirements to aircraft records. 

· To create work packs for aircraft maintenance.
· To raise log book certificates for completion of maintenance activities. 
· To research aircraft maintenance history and update records accordingly.

· To maintain and update records of aircraft, engine, propeller, avionics and associated components. 

· Any other duties as required by the RGV Directors.

