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Job Description

Job Title:
Change Management Consultant
Job Code:
BE0100
Job Grade:
3
SJC Code:
FARFP3


Reports to:  
Manager/Director
EEO-1/Job Family:
Professional

Supervises:
None
Created/Revised:
January 3, 2005
Ed/Exp:
BA/7
Travel:
<20%
Lic/Cert:
Desired
Environment:
General Office


Objective:  To design change management programs in support of large scale ERP and/or CRM programs and initiatives.  To consult with business and service units and cross-functional teams on program change management approaches, tools, templates and design, work design and metrics, team and program effectiveness.  To conduct organizational analyses and needs assessments with business and service units and program implementation teams. To develop and lead change management resources in order to effectively implement large scale systems and solutions. Design and develop change management interventions to address business needs at the department level based on change management science, theory and techniques. 
Essential Functions: 
1. Designs change management programs in support of large scale ERP and/or CRM programs and initiatives.

2. Consults with program and project teams on change management approaches, project management, work design and metrics ensuring effective program implementation.  

3. Conducts program organizational analyses, needs assessments, communication assessment and analysis with targeted business and service units and cross-functional leadership teams. 

4. Develops and conducts stakeholder analysis in order to create the optimal approaches for communication, training, management approaches and deliverable/tools selection. 
5. Designs and develops communication strategies, plans, approaches and measurements ensuring program awareness, acceptance and effective implementation.
6. Presents data and recommends intervention to program leadership and business managers for approval.

7. Monitors the on-going status, maintenance and impact of change management interventions.
8. Guides management and staff in selecting standard tools, surveys and instruments for conducting assessments, observations, and interviews.

9. Designs, develops and implements program, process and technical training programs in support of systems implementation.

10. Manages change management approach within and aligned to a technical methodology.

11. Assesses individual styles and typologies, team dynamics and organizational performance.

12. Develops original, proprietary organizational development processes, tools, and techniques. 

13. Provides feedback to department level managers and their teams on organizational issues. 

14. Develops measurement tools to validate the qualitative existence of organizational development processes, tools and techniques.  Communicates results to client, as approved and directed. 

15. Completes OD assignments in conjunction with Human Resource Generalists, and related management and staff, as directed.
16. Creates and communicates change vision, and related strategy and business plans, as directed.
17. Develops, manages and implement transition strategies, as directed. 

18. Assesses and interprets stakeholder change readiness.
19. Maintains a current knowledge of best practices in change management, and conducts training and develops related curriculum, as directed.
20. Conduct process design workshops.
21. Provides technical direction and guidance to management and staff on change concepts and principles.  
22. Conducts original research and analysis, and achieves projected results based on analysis performed.
23. Acts to consistently maintain the integrity and confidentiality of all employee communications, including written and electronic.
24. Maintains effective and diplomatic communications with senior management and staff on all levels.

25. Perform other related duties, including special projects, as requested or required. 
Education/Experience: Bachelor’s degree in Organizational Development, Human Resources, Business Administration or related field, or the equivalent combination of education and experience.  Seven (7) or more years of progressively responsible change management and organizational development experience, preferably involving aviation and/or marine products, services and technologies, or the equivalent in validated proficiency.

Skills, Knowledge & Abilities: Demonstrated proficiency in the design of programs in support of large scale ERP and/or CRM programs and initiatives. Demonstrated proficiency consulting with business and service units and cross-functional leadership teams on change management approaches and tools resulting in a measurable impact on stakeholder acceptance of program initiatives. Demonstrated proficiency developing OD interventions to address client needs at the department level based on organizational management science, theory and techniques.  Demonstrated proficiency leading change management project teams. Demonstrated knowledge in the design and delivery of process redesign workshops.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication and customer service skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated proficiency with Microsoft Office.
Licensure/Certification: ODR, ISPI certification or Masters in Organization Development 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.
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