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Job Description

Job Title:
Supervisor, Aviation Data Services
Job Code:
JE5240
Job Grade:
M5
SJC Code:
TBD


Reports to:  
Manager, Aviation Data Development
EEO-1/Job Family:
Officials/Managers
Supervises:
Staff
Created/Revised:
August 19, 2005
Ed/Exp:
BA/2 Years
Travel:
< 25%
Lic/Cert:
None
Environment:
General Office


Objective: To supervise, plan, organize and direct the Terminal Procedures activities, terminal charting specifications, MicroStation operations and other product related applications, process criteria, production priorities, departmental interfaces.  To supervise schedule management and quality assurance.
Essential Functions: 
1. Supervises Terminal chart creation and maintenance, and validates quality and schedule compliance.

2. Coordinates with other departments to validate production schedules are adhered to on a daily basis.  

3. Reviews and evaluates production requirements/schedules against staff skills and assigns tasks to meet production schedules.

4. Validates staff compliance to established procedures. 

5. Troubleshoots problems encountered with charts and validates accurate and prompt resolution.

6. Monitors, trains, develops, and mentors staff on career development.

7. Counsels staff regarding company policies, rules and regulations, and disciplines staff, as required.

8. Counsels and evaluates staff on quality and productivity, performance outcomes.  Writes performance appraisals, and recommends salary adjustments and/or disciplinary action.

9. Establishes and maintains effective communications with internal and external customers.

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

Education/Experience: Bachelor’s degree in aviation, computer science or IT, with an emphasis in information management and documentation, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Two (2) or more years of related experience, or the equivalent and validated proficiencies. 
Skills, Knowledge & Abilities: Demonstrated thorough knowledge of how to supervise the use information technologies to produce aviation related documents.  Demonstrated proficiency with MicroStation.  Demonstrated thorough knowledge charting specifications.  Demonstrated proficiency supervising the creation and updating of aviation charts, producing source analysis, and maintaining databases.  Demonstrated experience directing original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.
Licensure/Certification: A current and valid license as an aviation pilot with instrument rating, instructor, navigator, A&P, or maintenance instructor, or equivalent training or experience, is desired. A current awareness of the communication protocols, culture and ethnicity particular to various continents and countries, in particular Germany, plus oral and written language fluency, is desired.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, completion of core management development requirements, and use of company equipment/products/services, etc.

Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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