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JOB DESCRIPTION
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	Job Title: Standards Program Coordinator
	Job Code:  JE1335

	Department: ADS - Standards
	Date Created: February 2004

	Grade:  J18
	Revision Date:

	Summary:  Ensures corporate standards for the use of aeronautical data and the display of data are documented and communicated to affected global organizations. Develops, implements and manages documentation formats, approval processes, and system strategies.

	Principal Responsibilities: 

· Develops, implements, and manage documentation formats, approval processes, versioning, distribution, and notification strategies for Standards work products (i.e. specifications for chart and/or data display, training materials, etc.).
· Develops and utilizes an automated system to manage the intake, tracking and release of work requests and work product from the Standards department. 
· Works with internal departments to schedule and coordinate the release of Standards work products.
· Develops strategy for updating legacy Standards documentation to current or planned systems.
· Develops and maintains intranet presence on JeppNet using Oracle Portal.

· Works with all Jeppesen locations to provide a common method for managing standards program workflow.
· Perform other duties as required.

	Reports to:  Chart & Display Standards Policy Manager

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor’s degree in a technical discipline, computer science, quality management, or aviation management or the equivalent combination of training and experience.
· Minimum of four (4) years experience with document versioning and storage software, intranet development software and problem/issue tracking software. 
· Minimum of one (1) year experience with web page content development and layout.

	Competencies: 
(1) Action Oriented, (24) Functional/Technical Skills, (14) Creativity, (39) Organizing, (47)Planning, (31) Interpersonal Savvy, (27) Informing, (67) Written Communications, (62) Time Management, (32)Learning On The Fly

	Travel: Less than 15%

	Environment: Office

	Physical Requirements:  Sitting, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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