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	Asset and Configuration Administrator


	Job Reference:   

	UKIS453

	LM People Job Code/Title:   
	E4842I/Configuration Analyst

	Location:   
	9962 - Havant,Langstone Tech Park

	Programme/Functional Group:   
	DT


	Description of Business Environment:

Distribution Technologies (DT) has a growing portfolio of programmes in the UK and Europe for a range of commercial customers, primarily focused on providing systems to Postal Authorities. The DT business area is undergoing a major growth phase as customers invest in exciting high technology Enterprise Solutions.


Job Summary

Support Lockheed Martin (LM) Distribution Technologies (DT) to:
· control, monitor and track hardware / software assets in relation to the programme requirements
· assist to control and manage configuration baselines 

	Key Responsibilities

The key activities and responsibilities, on behalf of Lockheed Martin and as directed by Lockheed Martin leadership, of the role are:
· Configuration Management Administration

· Support the identification of IT components that need to be tracked. 

· Prepare material for Technical Reviews and Configuration Management Change Control Boards.

· Assist in maintaining Configuration Status Accounting Records.

· Control the Receiving, download and issue of all DT programme software into test and production.

· Perform Configuration Management updates for new PTA /PTV releases on all software changes. Check for defects against the SVD and the quality centre tool. 

· Maintain  the secure software library

· Support QA audits as required to meet ISO requirements 

· Capture and maintain As Built data.

· Work individual/ad hoc CM tasks as directed by the Change Control Lead.

· Establish and maintain programme configuration and asset baselines, within the appropriate configuration management tool, ensuring that changes are properly authorised.

· Produce Monthly reports as directed.

· Conduct verification reviews and audits to ensure the CM information and baselines are accurate.

Asset Administration

· Maintain the DT Asset tracking Databases, processes and tools for hardware and software.

· Create Asset management plans and procedures with the aid and guidance of programme staff.

· Maintain co-ordination with the DT Change process.

· Work with LM Procurement, Freight agents and receiving subcontractors to complete arrangements for the receipt and dispatch of assets.

· Work on the identification and management of hardware assets by applying labels / unique marking of assets for monitoring and tracking purposes.

· Liaise with Quality Assurance (QA) to confirm assets are delivered in good order in accordance with the spec on PO / contract. 

· Allocate & Track assets on a day to day basis. 

· Arrange / support Loan requests as required using loan forms.

· Administrate equipment Calibration needs and Repairs.

· Develop and provide Asset Management database reports to the team lead and / or Management / Customer (subject to the limitations highlighted elsewhere in this job specification) as required.

· Work with programme management and other departments to maximise Cost saving wherever possible.

· Support Audits as required.

· Arrange for suitable disposal of equipment as required.

· Maintain status for Monthly financial reporting.

· Research procurement records and invoices to reconcile asset licences with those being used

· Catalogue each type of licence by working with procurement and technical staff

· Prepare the data in a format that can be imported into the Asset Management database 

· Provide general administrative support during colleagues absences

· Work with Engineering to develop and maintain hardware to software correlation



Additional/Occasional Duties and Tasks
· Support other personnel in the team / department when they are out of office

· Provide continuous improvement of performance and execution of all tasks and activities

· Develop, update and implement working processes to utilise opportunities made available by the provided tool sets

· Carry out any reasonable activities as requested in support of DT organisational objectives

Standard Job Description:

Analyzes proposed changes of product design to determine effect on overall product and system.  Coordinates modification records for management control. Establishes change orders and prepares for change authorization and documentation by company and subcontractor.  Prepares reports of change effect on overall product.  Reviews and analyzes released engineering change data and coordinates changes with engineering, quality, support, manufacturing, and engineering data control activities. Ensures that customer requirements are implemented and reviews change accounting activity to ensure compliance with configuration management policies.
	Typical Minimum Education & Experience:

Ideally require a Bachelors degree from an accredited college.  Will also consider individuals with equivalent experience / combined education.   Considered career or journey level.


