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JOB DESCRIPTION




	Job Title:  Manager, NavData Services
	Evaluation Date:  June 2003

	Department:  Commercial Aviation Services
	FLSA Status:  Exempt

	Grade:  M4
	Job Code:  JE1637

	Summary:   This is a professional leadership position dedicated to the world class service and support of all Jeppesen NavData customers in the Western Hemisphere.  This position is responsible for planning, directing and administering all functions pertaining to the marketing of NavData products to the airline customers and the service of such products to our customers.  Responsibilities will include coordinating market strategy, policy, customer service, production, contracting, Avionics development and OEM communications. 

	Principal Responsibilities 
· Directs activities of Commercial Aviation NavData customer services, contracts, production, billing and Avionics / OEM’s.
· Forms and defines department policy and procedures.
· Monitors and evaluates pricing to customers.
· Evaluates and authorizes contracts.
· Ensures customer requirements are communicated and recorded to support customer expectations.
· Works closely with P & L, ADS, NavData production, CAS Sales and Service to ensure customer needs are met.
· Oversees and authorizes customer communications.
· Develops, conducts and analyzes reports on customer surveys and market research.
· Works with other Jeppesen offices to maintain technical information, service and production programs.
· Maintains personal contact with key accounts.
· Oversees ISO requirements and maintains records.
· Represents the company during customer visits regarding NavData services.

	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance.
· Delivers a service that meets the needs of the customers; internal and external, partners and suppliers.
· Involves others and shares information in a team environment.
· Promotes individual work and behaviors that reflect initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.
· Accepts work outside of normal business hours when a situation requires it.
· Promotes and practices documentation of business communications and customer issues. 

	Reporting Structure

To:  Manager, Commercial Aviation Services
Supervise:  NavData Account Executives
Relationships:  External and internal customers, P & L, Product Management, Frankfurt Airlines Services. 

	Required Knowledge/Skills/Abilities
· Knowledge of applicability of flight information to company publications, electronic databases and software applications.
· Knowledge of company products and services that relate to navigation services.

· Communications:  Outstanding oral and written skills.  Ability to establish and maintain effective working relationships with internal and external customers, suppliers, Avionics manufacturers and OEM’s.

· Ability to handle unique situations and solve problems.

· Ability to work proactively and effectively in a team environment.

· Excellent interpersonal skills with an aptitude for teamwork and leadership.

· Ability to represent the company in a professional manner and make decisions which would benefit the company while servicing the needs of our customers.

· Ability to plan, coordinated and schedule workflow while multi-tasking.

· Performs other duties as required.

	Education/Experience Requirements

· Bachelor’s degree in aviation, business administration or related field.
· A Master’s degree in Business Administration is a plus.

· Minimum of five (5) years flight operations experience with direct involvement in navigation databases.
· Knowledge of ARINC 424 rules is a plus.

· Experience in developing and presenting effective written and oral presentations.

· Private Pilot Certificate is required.  Additional ratings are a plus.

	Physical / Logistical Dimensions

Physical Requirements:   None
Travel Requirements:  Approximately 10% of the time traveling within CONUSA, South America and Pacific Rim.
Environment:  Standard office.


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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