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Job Description

Job Title:
Manager, Human Resource Services
Job Code:
BE6050
Job Grade:
L
SJC Code:
FADUL

Reports to:  
Dir, HR & Organizational Development
EEO-1/Job Family:
Officials/Managers
Supervises:
Management/Staff 
Created/Revised:
November 18, 2005
Ed/Exp:
BA/BS/10
Travel:
<25%
Lic/Cert:
SPHR or GPHR desired
Environment:
General Office


Objective:  To manage human resource imperatives in alignment with corporate strategies to achieve company performance goals.  To manage activities related to compensation, benefits, HRIS, staffing, EEO & AA, employee relations, contractor vendor management, policy compliance, and merger and acquisition activity.   To validate department preparedness for a high-performance HR service delivery culture.  To plan, organize, and enhance the delivery of global HR services to employees and management in alignment with business strategies.  To identify strategies, objectives, and create action plans to align HR initiatives globally, and to improve short and long-term company performance.  
Essential Functions: 
1. Manages the activities of the Manager or Employee Relations and Staffing team, and validates global alignment.
2. Establishes staffing and hiring metrics and service level agreements to meet business unit objectives.
3. Manages all EEO & AA programs in compliance with federal and state law.

4. Manages the assignment and use of independent contractors.
5. Manages employee relocation programs, and validates budgetary compliance.
6. Manages HRIS activities and aligns processes to reconcile with Boeing data reporting requirements.

7. Develops global strategy for capturing and reporting HR information and workforce metrics.
8. Manages, develops and aligns compensation practices with the achievement of business objectives, and with Boeing’s compensation practices.  
9. Manages the developement, maintenance, and communication of HR compliance, policies, and procedures in alignment with business needs, Boeing policy, and compliance guidelines.
10. Manages HR merger and acquisition activity, including due diligence and acquisition integration.  Works with Boeing Business Development focals to coordinate all HR programs during due diligence and integration.
11. Manages benefit coordination activities for “heritage” plans, and other plans including 401(k), health and welfare, pension, and worker’s compensation.
12. Coordinates benefits administration with Boeing.

13. Performs other related duties, including special projects, as requested or required.
Education/Experience: Bachelor’s degree in Human Resources Management, Business, or related disciplines, or the equivalent combination of related training, proficiency and experience.   Ten (10) or more years of human resource management experience with an emphasis in recruitment and selection, compensation, employment, employee relations, compliance, and benefit administration, or the equivalent and validated proficiencies.  Global HR management experience is desired.
Knowledge, Skills and Abilities: Demonstrated knowledge of compensation, employment practices, employee relations, benefit administration.  Demonstrated proficiency developing Human Resources strategy in the areas of workforce planning, staffing, compensation, EEO/AA, employee relations, and worker’s compensation     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 skills, including making scheduled/unscheduled presentations before diverse business teams, executive management, and external clients.   Demonstrated ability to direct and manage in a global environment with diverse cultures and teams.
Licensure/Certification: SPHR or GPHR 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.  Essential functions are routinely performed in a general office environment and at numerous marine locations.  Essential functions require occasional domestic and international travel. Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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