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Project Advisor – Operational Policy 
This position description is designed to give an overview of the type of work and performance required for this role and may include other 
duties as required.  

Who we are as an organisation and what we are about 

Everything we do is related to our vision and purpose – a safe and secure aviation system - so people 
are safe and feel safe, when they fly.  

We will have the following impacts:  

Being safe – fewer people die or sustain injury while participating in the aviation system.  

Feeling safe – people’s choice to participate in the aviation system is not limited by perception of 
unsafe practices.  

 

 Our pathways to achieve this are:  

Leadership and influence – through regulatory leadership we influence a safe and secure civil 
aviation system for New Zealand.  

Active regulatory stewardship – we monitor and care for the civil aviation regulatory system 
through our policy and operational activities.  

Professional regulatory practice – we act to identify risk and reduce it through intelligence-led 
intervention.  

 

Scope 

Reports to:  Deputy Director Emerging Technologies Programme 

Group:    System and Practice Design 

Location:  National Office Wellington 

Role Overview 

Operational Policy is a critically important facet of Emerging Technologies that requires expertise and 
input as many new and novel systems join the aviation system. This Project Advisor role will 
contribute specialist operational policy knowledge to help evaluate new concepts and support the 
development of new regulatory approaches. They will coordinate their effort with colleagues across 
the ETP certification units to ensure that the approach taken to enable entry into the aviation system 
is consistent with the current Authority Regulatory and Security Strategy.    

The role of the Emerging Technologies Unit (ETU) is to be a bridge between the CAA and Industry. 
Emerging Technologies is a fast paced, exciting domain to work in where you will encounter 
challenges related to new aircraft propulsion systems, advanced air mobility (air taxis), command and 
control systems for uncrewed air systems, spaceplanes, high altitude surveillance platforms and the 
many new technologies such as robotics, machine learning and AI that enable them.  

The Project Advisors’ role is to help innovators and operators enter the aviation system by identifying 
the regulatory pathways that they should consider taking, advise on the regulatory challenges they 
will encounter and ensure that they reach a level of maturity with their Concept of Operations 
(CONOPs) and programme/project planning that will support the work of the regulator. This will 
include understanding and contributing to technical appraisals of innovators’/operators’ intent. This 
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is part of the ‘Gateway’ process that underpins the Emerging Technologies Programme (ETP) Strategy 
for industry engagement. 

The regulator’s role is to ensure that the transition of emerging technologies into the aviation system 
is safe and effective.  

The Project Advisors will facilitate the relationship between the innovator/operator and the CAA by 
linking schedules and milestones, coordinating regulatory effort and reporting on progress and risks. 
This will include organising internal coordination meetings and keeping records of all relevant 
meetings. This will require leadership and influencing skills that promote strong collaboration, 
coordination and cooperation. 

The Project Advisors will not participate in certification decision making.  

Core Competencies 

 

Communicates Effectively - 

Developing and delivering multi-mode 

communications that convey a clear 

understanding of the unique needs of 

different audiences 

• Is effective in a variety of communication settings: one-on-one, 
small and large groups, or among diverse styles and position 
levels 

• Attentively listens to others 

• Adjusts to fit the audience and the message 

• Provides timely and helpful information to others across the 
organisation 

• Encourages the open expression of diverse ideas and opinions 

Action Oriented – Taking on new 

opportunities and tough challenges with 

a sense of urgency, high energy, and 

enthusiasm 

• Readily takes action on challenges, without unnecessary planning 

• Identifies and seizes new opportunities 

• Displays a can-do attitude in good and bad times 

• Steps up to handle tough issues 

Balances Stakeholders – Anticipating 

and balancing the needs of multiple 

stakeholders 

• Understands internal and external stakeholders requirements, 
expectations, and needs 

• Balances the interests of multiple stakeholders 

• Considers cultural and ethical factors in the decision-making 
process 

• Acts fairly despite conflicting demands of stakeholders 

Instils Trust – gaining the confidence 

and trust of others through honesty, 

integrity, and authenticity 

• Follows through commitments 

• Is seen as direct and truthful 

• Keeps confidences 

• Practices what they preaches 

• Shows consistency between word and actions 

Collaborates – Building the partnerships 

and working collaboratively with others to 

meet shared objectives 

• Works cooperatively with others across the organisation to achieve 
shared objectives 

• Represents own interests while being fair to others and their areas 

• Partners with others to get work done 

• Credits others for their contributions and accomplishments 

• Gains trust and support of others 
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Plans and Aligns – Planning and 

prioritising work to meet commitments 

aligned with organisational goals 

• Sets objectives to align with broader organisational goals 

• Breaks down objectives into appropriate initiatives and actions 

• Stages activities with relevant milestones and schedules 

• Anticipates and adjusts effective contingency plans 

Optimises Work Processes – Knowing 

the most effective and efficient 

processes to get things done, with a 

focus on continuous improvement 

• Identifies and creates the processes necessary to get work done 

• Separates and combines activities into efficient workflow 

• Designs processes and procedures that allow managing from a 
distance 

• Seeks ways to improve processes, from small tweaks to complete 
reengineering 

 

Core Responsibilities 

• Pre-Certification Process - be the first point of contact in support of Director or Deputy 
Director ETP in Pre-Certification engagement with innovators/operators that wish to enter 
the aviation system. 

• Manage the expectations of industry and the regulator through dialogue and 
communication.  The communication will start from first contact by the innovator/operator, 
with whom you will develop a cooperative relationship to enable effective ongoing 
collaboration.  

• Capture the CONOPs and Schedule provided by innovators/operators in support of a 
potential application for certification.  Ensure that this documentation is provided at a level 
of maturity that will support the work of the regulator. 

• Conduct a technical appraisal of the proposal, in the form of a written report and verbal 
briefing, that will inform the regulatory staff of the technical maturity of the proposal, the 
CONOPs, the risks and issues, and proposed schedule.  This appraisal will invariably require 
input and advice from other skill sets in the ETU.  

• Contribute to the preparation and delivery of ETP guidance to industry and internally, where 
required.  This will include in depth expertise and knowledge of the Authority’s Regulatory 
and Security Strategy document and how it should be applied to ensure a proportionate and 
risk based approach. 

• Contribute specialist knoweldge of operational policy knowledge to help evaluate new 
concepts and support the development of new regulatory approaches. They will coordinate 
their effort with colleagues across the ETP certification units to ensure that the approach 
taken to enable entry into the aviation system is consistent with the current Authority 
Regulatory and Security Strategy.  Coordinate the work of the certification units by arranging 
and recording schedule meetings, including risks and issues registers.  

• Prepare a bi-monthly report for the ETP Steering Group outlining the progress, risks and 
issues of each project assigned. 

• Be prepared to contribute to and undertake cross-functional work within the ETU whenever 
tasked. This includes contributing to preparation and delivery of advice and messaging 
through the Authority website and other media employed by the ETU as part of the Gateway 
process.  
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• Carry out work and conduct interpersonal relationships in a way that supports the 
Authority’s commitment to the principles of Diversity and Inclusion and the Treaty of 
Waitangi. 

• Contribute to, maintain knowledge of, and practices Health and Safety processes and 
initiatives. 

 

Outcomes 

• Industry will be provided with the best guidance possible on regulatory pathways for their 
emerging technologies products and services.  This will be through the development and 
maintenance of Gateway information on the Authority website to the point at which they 
first contact the CAA for certification pathway advice and beyond through the R&D and 
certification processes. 

• CAA certification units will be provided with much more mature information sets by 
innovators/operators.  These will always include CONOPs and scheduled milestones, from 
the outset.  

• The workload on CAA certification staff will be reduced by all of the coordination and much 
of the administrative activity being undertaken by the ETU Project Advisors. 

• The visibility and knowledge of the emerging technology projects by the ETP Steering Group 
will increase as information capture becomes more disciplined and reporting is introduced. 

• The emerging technologies related certification processes will become more efficient and the 
CAA’s reputation enhanced.   

• The Authority is a safe workplace and meets legislative standards. 

Skills and Experience to be Successful 

• For this Project Advisor role we are seeking someone with experience in operational policy. 
To coordinate the operational approach taken across the Emerging Technologies unit to 
enable participants to enter the aviation system in a way that is consistent with the current 
Authority Regulatory and Security Strategy.   

• This is not a formed unit and the incumbent will need to be a self-starter with the ability to 
reinvest lessons learned rapidly and effectively, as the ETU’s capability is developed and 
built. 

• Baseline knowledge of the Emerging Technology sector and its importance to New Zealand. 

• For this Project Advisor role we are seeking an experienced operational policy practitioner 
who can interface effectively with the CAA’s Operational Policy, Practice and Guidance Unit 
and help develop approaches to new regulatory challenges. This is an enabling role, rather 
than a compliance role, requiring an agile thinker.  

• Innovators will need to be questioned, challenged, mentored and advised as to how their 
commercially orientated business case will look when confronted by a safety focused 
regulatory aviation system.  The Project Advisors will be required to ‘look under the hood’, 
make sense of something that is perhaps only a concept and possibly ill-defined and 
ambiguous.  They will then be required to determine best advice on an appropriate 
regulatory pathway. 
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• The ETU Project Advisors will collectively have a balanced range of knowledge and skills 
spanning operations, certification processes, airspace management and operational policy.  
Each Advisor will contribute to this mix in the team environment, where support to 
colleagues and the successful blend of skills and expertise will be vital to success. 

• A thorough knowledge of project management processes, with specific focus on risk 
assessment.  MS Project or equivalent would be a distinct advantage. 

• Ability to engage with a diverse range of stakeholders pro-actively and confidently. 

• Ability to receive, assimilate and understand large volumes of sometimes ambiguous 
technical and other information. 

• Comfortable working in grey areas that fall between, concepts, regulatory definitions and 
standards. 

• Ability to accurately and succinctly record information for agreement, reporting and audit 
purposes. 

• The ability to read and understand business cases, CONOPs and technical aviation 
documentation provided by industry. 

• The ability to Influence and lead industry and regulators.  

• Knowledge of the Aviation Regulatory System is essential for this Project Advisor role. 

 

 

__________________________________________________________________________ 

 


