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Job Description

Job Title:
Supervisor, Business Programs
Job Code:
JE7002
Job Grade:
K
SJC Code:
WASVMK

Reports to:  
Manager
EEO-1/Job Family:
Officials/Managers
Supervises:
Staff
Created/Revised:
February 22, 2006
Ed/Exp:
BA/5
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective:  To supervise a collection of diverse activities that directly or indirectly feed into a defined business interest (DBI).   To supervise business programs that are on-going, self-sustaining, with hiring authority over an assigned staff, and optional responsibility for product management and/or profit and loss. 

Essential Functions: 

1. Supervises the achievement of specific business objectives that directly or indirectly feed into a DBI or business programs. 

2. Supervises the collaboration and coordination of DBI or business programs with internal and external teams.

3. Establishes standards, policies, procedures, processes, and protocols for all DBI enterprise activities, and supervises staff to monitor and validate compliance.
4. Plans and supervises short-and long-term DBI or business programs performance.

5. Supervises the fulfillment of customer requirements for one or more DBI market segments.

6. Selects, hires, trains, develops, rewards and supervises an effective staff, which may include multiple global locations.  Disciplines staff, as required.

7. Supervises the evaluation of new business enterprise opportunities and technologies.  Reports findings to designated management, and recommends appropriate action.
8. Supervises a DBI or business program budgets in compliance with established methods, standards, and business objectives.
9. Supervises the allocation of DBI resources, including related analysis based on direction and requests from business units. 

10. Provides a common point-of-contact for the consistent representation and communication of a DBI or business programs, which may include business requirements, product management, service delivery, and information technology.
11. Conducts original presentations on the status of DBI objectives to internal teams, senior executives, and clients, as required.

12. Perform other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in a defined business interest, which may include but is not limited to business administration, marketing, information technology, product management or other disciplines, with an emphasis managing a large, complex, and diverse business enterprise function, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Five (5) or more years of related experience, or the equivalent and validated proficiencies, which includes two (2) or more years of experience managing a staff.
Knowledge, Skills & Abilities:  Demonstrated proficiency developing short- and long-term vision and strategic plans, and achieving targeted financial and business enterprise results in a fast-paced, large, diverse, and worldwide marketplace.  Demonstrated proficiency managing the assessment, projection and validation of DBI products and services.  Demonstrated proficiency recruiting, hiring, training, developing, rewarding, disciplining and managing an effective staff.  Demonstrated experience directing original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated proficiency managing a budget in compliance with established methods, standards, and business objectives.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse teams, executive management, and external clients.  Demonstrated experience persuading and negotiating others to embrace strategies proposed.  
Licensure/Certification: As desired, or required, by a designated DBI enterprise activity.

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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