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JOB DESCRIPTION

	Job Title:  Senior Manager, Distribution & Printing
	Evaluation Date:  February 2003

	Department:  Distribution
	Status:  Exempt

	Grade:  J21
	Job Code:  JE0039

	Summary:  Coordinate and manage the activities through multiple departments within Distribution in support of  specific work statements.  Serves as primary point of contact for scheduling system-wide work flow, determining priorities and implementing procedures and processes to ensure successful delivery to the customer.  Develop and manage staff to lead work teams in direct managed areas.  Responsible for coordinating with other Jeppesen managers to ensure production and performance objectives are achieved.



	Principal Responsibilities
· Oversee and manage the activities of a specific department, including daily production activities,  management of a multi-million dollar budget, and managing employee issues in compliance with company guidelines.
· Coordinate and manage system-wide workflows across multiple departments in support of a specific work statement to ensure efficient, timely, and accurate delivery to the customer.  
· Determine and implement work procedures and processes; continually forecast ahead and adapt accordingly.  Evaluate process effectiveness and consistently pursue process improvement initiatives.
· Identify potential problems, provide and implement solutions, and verify implementation to ensure product and service quality.
· Coordinate with other Jeppesen departments to ensure production and performance objectives are achieved.
· Develop staff through coaching, performance evaluation and management, and facilitation of effective training.
· Additional departmental responsibilities will be specified by department.

	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.
· An individual’s work reflects initiative, reliability, consistency, accuracy, thoroughness, pride in workmanship.


	Reporting Structure

To:  Director or VP, Distribution
Supervises:  Distribution Supervisors
Relationships:  Production Planning, Marketing, Authoring Groups, RCS, external vendors.


	Required Knowledge/Skills/Abilities
· Ability to motivate and manage production employees.

· Ability to lead inter-departmental initiatives and assess/influence operational performance.

· Strong interpersonal, written and oral communication skills.

· Ability to perform forecasting and scheduling functions.

· Understanding of production and assembly operations, processes and procedures.

· Additional required knowledge, skills and abilities may be specified by department.

	Education/Experience Requirements

· Post secondary study or equivalent combination of education and production-related experience is required.
· Previous managerial/leadership experience in a production environment
· Accounting and budgeting experience related to managing a budget.
· Additional education or experience requirements may be specified by the department.


	Physical Dimensions

Physical Requirements:  N/A
Environment:  Production/warehouse environment.  Loud machine noise, chemical odors and humidity in the press and machine room.


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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