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JOB DESCRIPTION




	Job Title:  Finishing Specialist I
	Job Code:  JN3136

	Department:  Distribution
	Date Created:  April 2004

	Grade:  J13
	Revision Date:  May 2006

	Objective:  To fill customer orders for Jeppesen’s aeronautical information based on shipping orders, bills of material, content lists and other work instructions.  To validate timely completion of orders in compliance with standards for quality and accuracy. 

	Essential Functions:
1. Assembles materials in correct alphabetic, numerical or geographic order using knowledge of the English language and basic world geography and inserts folds, tabs, etc., accurately.

2. Assembles kits and assemblies for use in stocking and order picking in accordance with bills of material and work instructions.

3. Reads and processes orders, including next steps.

4. Performs repetitive assembly.

5. Performs quality checks of completed orders and validates product quality and accuracy.

6. Operates a collating machine and other equipment, and performs routine maintenance, as directed.

7. Uses shrink-wrapping equipment and prepares orders for shipment.

8. Works cross-functionally with all areas of finishing and interacts with all areas of distribution.

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

	Reports to:  Supervisor, Distribution

	Supervisor Responsibilities: None

	Education/Experience: Graduation from High School or equivalent. One (1) or more years of related experience filling customer orders in compliance with quality standards, preferably within the aviation industry, or the equivalent and validated proficiencies.


	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.



	Travel:  None

	Environment:  Production

	Physical Requirements: Character and scope of essential functions require standing and/or walking for eight (8) hours with kneeling, reaching, and stooping frequently.  Character and scope of essential functions occasionally require holding, grasping, gripping, and lifting materials weighing approximately thirty-five (35) pounds, and frequently require handling materials weighing approximately three (3) pounds.  Character and scope of essential functions require reading, alphabetizing and distinguishing between colors.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.




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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