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JOB DESCRIPTION
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	Job Title:  Manager, Corporate Communications
	Prepared On:  January 2, 2003

	Department:  Corporate Communications (50621)
	FLSA Status:  Exempt

	Grade:  M4
	Job Code:  JE0069

	Summary: A managerial and professional corporate communications position responsible for internal and external Jeppesen communications.  Responsibilities include marketing communications for Jeppesen market segments, corporate identity, advertising, trade shows, press releases, direct mails, employee communications, media / press relations and public relations.

	Principal Responsibilities:

· Helps develop annual Corporate and Marketing Communications operating plans with Jeppesen business unit leaders in each market segment.

· Manages staff of communications and graphic design professionals.

· Manages annual corporate and marketing communications budgets and cost center expenditures.

· Closely coordinates with each business unit marketing managers and / or product managers to review market requirements for trade shows, advertising and press releases.
· Participates in negotiations with industry and trade publications for annual media display advertising rates.
· Cultivates relationships with appropriate industry and local media contacts.
· Leverages Jeppesen brand image as a source of competitive advantage by building, sustaining and defending our reputation.

· Seeks to shape a unique identity for Jeppesen with a coherent and consistent set of images to our markets.

· Responsible for the creation and maintenance of Corporate Brand Identity and Standards manual.
· Works to increase employee understanding of Jeppesen and its products, organization, ethics, culture and external environment.

	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 customers, partners and suppliers, internal or external to Jeppesen.

· Involving others and sharing information in a team environment.

· An individual’s work and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.

	Reporting Structure:

To:  

Director, Corporate Strategy & Communications

Relationships:
Market Segments:  Commercial, Business & General Aviation, Government & Military Services,   

                               Marine Services 

                               Service Organizations:  Distribution Services, Data Services, Administrative Services, Strategic                   

                               Business Development

	Required Knowledge/Skills/Abilities:

· Efficiently manages multiple projects and priorities.

· Ability to work proactively and effectively within a team environment.

· Excellent interpersonal skills with an aptitude for teamwork and leadership.

· Solid working knowledge of corporate communications, business principles & practices.

· Ability to establish and maintain effective working relationships with and among various internal departments, external suppliers, media, customers and others.

· Ability to develop and implement new concepts, ideas and strategies.

	Education/Experience Requirements:

· Bachelors Degree in Business Administration or Marketing or equivalent combination of education and work-related experience.

· Master’s Degree in Marketing or Communications or an MBA is preferred.

· Minimum of four years of demonstrated leadership experience and success in corporate or marketing communications within the aviation or aerospace marketplace.  

· Experience in developing and presenting effective written and oral proposals required.

· Private Pilot Certificate, preferably with an instrument or additional ratings, is a plus.


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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