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Job Description

Job Title:
Revision Planning Analyst, Senior
Job Code:
JN1248
Job Grade:
J18
SJC Code:
TBD

Reports to:  
Supervisor, Aviation Data Services
EEO-1/Job Family:
Technician
Supervises:
None
Created/Revised:
September 10, 2004

Ed/Exp:
HS/5
Travel:
None
Lic/Cert:
None
Environment:
General Office


Objective:  To perform senior level planning, analysis, review, and preparation of work order packages for chart authoring groups, and to provide technical direction, guidance and leadership.
Essential Functions: 
1. Evaluates the most complex incoming source for impact to Terminal charts.  Provides in-depth analysis to resolve source-related issues prior to inclusion in revision.
2. Takes a leadership role to complete work orders and related activities during peak revision weeks.  
3. Logs incoming source in the RP&P Source Log.

4. Creates work orders on line.

5. Identifies all charts affected by a particular change (“where used”) including tailored versions.

6. Reviews Chart NOTAMs for possible inclusion in work orders or for deletion when data has been applied or has expired.

7. Coordinates with Aviation Data Management (ADM) for additional source material as required.

8. Coordinates source clarifications with ADM.

9. Creates and sends Air Carrier Modifications (ACMOD) messages.

10. Coordinates with ACMOD and Commercial Airline Services (CAS). 

11. Provides technical direction and guidance to Revision Planning Analyst and Revision Planning Analyst, Associate positions, as required or requested.
12. Maintains master manuals, and files revisions and transferring annotations.

13. Monitors and works with designated Jeppesen locations to provide a common point-of-contact for marketing services, and to ensure compliance to and the consistent marketing of Jeppesen’s products, services and technologies.

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

Education/Experience: Education equivalent to graduation from high school.  An Associate Arts degree is desired.  Five (5) or more years of related experience planning, reviewing and analyzing various work orders or products in a diverse operational environment, or the equivalent combination of related training, proficiency and experience.  Demonstrated thorough knowledge of terminal chart specifications, work flow, and terminal charts used in flight. Demonstrated proficiency applying and processing chart criteria.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated experience maintaining an accurate and current inventory of traditional paper and electronic data.  Demonstrated effective and diplomatic oral and written communication skills.  Demonstrated experience persuading and negotiating others to embrace strategies proposed.  
Licensure/Certification: Aviation instrument rating and proficiency with Jeppesen Terminal charts 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, 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.
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
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