

JOB DESCRIPTION




	Job Title:   Compensation Analyst
	Job Code:  JE2150

	Department:   Human Resources &                                  Organizational Development
	Date Created:   January 2004 

	Grade:  J20
	Revision Date:

	Summary: 

Develops, implements, and reviews compensation programs, structures, and policies.  Prepares job descriptions and evaluates exempt and non-exempt positions and determines appropriate salary grades.  

	Principal Responsibilities:

1. Counsels management on compensation actions for employees and reviews proposed salary changes to ensure conformance with established guidelines and policies. 
2. Analyzes current pay practices and makes recommendations for changes to compensation policies and programs.

3. Participates in salary surveys, analyzes results to determine Jeppesen’s market relationship, and recommends adjustments to salary structure in response to changing organizational needs and market values.  Ensures individual positions are placed in the appropriate salary grade to remain competitive both externally and internally.
4. Initiates and oversees the annual salary planning cycle, including determining schedules for the processing of merit increases and incentive bonus payouts and preparing data files and appropriate communications for distribution.
5. Finalizes legally compliant job descriptions for new or current positions.  Meets with supervisors and/or incumbents to ensure the job description accurately describes the responsibilities, qualifications and physical demands of the position.

6. Facilitates the compensation committee meetings and maintains documentation to support the decisions made by the committee.

7. Monitors and maintains the Boeing Salary Job Classification (SJC) codes for all positions ensuring that jobs are properly placed.
8. Researches special compensation programs or incentive programs such as sales commission plans.
9. Participates in development and administration of the performance evaluation system.

10. Provides timely and accurate reports to Jeppesen management and Boeing.  

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



	Reports to:  Manager, Human Resources Services

	Supervisor Responsibilities: None

	Education/Experience Requirements:
Bachelor’s degree in Human Resource Management or related field or the equivalent training and experience.  Masters degree desirable.  Six (6) years Human Resource related compensation experience.  Experience using ADP EV2 HRIS system and ReportSmith is desired.
Certified Compensation Professional (CCP) is desired.

	Competencies: 
(24)Functional/Technical Skills, (42)Peer Relationships, (1)Action Oriented, (31)Interpersonal Savvy, (51)Problem Solving, (17)Decision Quality, (37)Negotiating, (15)Customer Focus, (67)Written Communications (49)Presentation Skills

	Travel:  Less than 15%

	Environment:  Office

	Physical Requirements: Sitting, Hearing, Seeing, Repetitive Motion: no Lifting: no


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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