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JOB DESCRIPTION
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	Job Title: Manager, Organizational Development & Training
	Job Code:  JE1650

	Department: Human Resources
	Date Created:  June 2003

	Grade:  M3
	Revision Date:

	Summary: 

Manages the analysis of, and determines corporate organizational development and training strategies.  Formulates and develops plans, procedures and programs to meet specific development, leadership and corporate training needs.

	Principal Responsibilities: 

1. Manages the analysis of, and determines corporate organizational development and training needs of business units and individuals.  Acts to develop the most effective performance improvement solutions.
2. Integrates organizational development and/or training solutions with business processes.  Selects appropriate instructional methods such as individual training, group instruction, self-study, CBT, etc. for use within Jeppesen.

3. Acts as a change agent within company to drive cultural change programs.

4. Manages the Corporate training budget and tuition reimbursement program.
5. Oversees and develops programs and course curriculum.  Presents training programs as appropriate.

6. Works with business unit leaders, develops and administers succession planning program and development of high potential individuals.  Will be primary interface with Boeing for coordination at the E-series level for succession planning programs.

7. Establishes relationships with colleges/universities to build internship and training programs to partner with Jeppesen.  Works with government agencies and foundations to secure funds through available grants.

8. Performs other related duties, including special projects, as requested or required.



	Reports to:  Director, Human Resources

	Supervisor Responsibilities: Non-Exempt

	Education/Experience Requirements:
BA/BS degree in Human Resource Development, Training, or OD or equivalent combination of education and related experience.  Masters Degree desired.  Ten (10) years organizational development and corporate training experience, which includes management experience, and Human Resources policy decision-making experience, preferably in the area of employee development/training and performance management.



	Competencies: 
(24) Functional/Technical Skills, (8) Comfort Around Higher Management, (56) Sizing Up People, (31) Interpersonal Savvy, (3) Approachability, (1) Action Oriented, (49) Presentation Skills, (67) Written Communications, (11) Composure, (46) Perspective

	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting, Standing; Hearing/Seeing


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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