[image: image1.png]INJEPPESEN.





Job Description

Job Title:
Human Resource Consultant, Senior
Job Code:
JE0092
Job Grade:
3
SJC Code:
FADUP3

Reports to:  
Mgr, Employee Relations & Staffing Services
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
February 7, 2005
Ed/Exp:
BA/7
Travel:
<15%
Lic/Cert:
None
Environment:
General Office


Objective:  To function as a senior level human resource professional with subject matter expertise (SME) for designated HR disciplines, including recruitment and selection, employee relations, employment law, and AA/EEO.  To administer human resource activities with authority to except, deny or approve actions, or to require legal compliance, as directed and approved by a designated HR Manager or the Director of Human Resources.  To routinely initiate and conduct original research and analysis, and to achieve projected results based on analysis performed.
Essential Functions: 
1. Functions as a senior level human resource professional with subject matter expertise (SME) for designated disciplines, including recruitment and selection, employee relations, employment law, and AA/EEO.  Acquires and maintains proficiencies in other HR disciplines. 
2. Administers human resource activities with authority to except, deny or approve actions, or to require legal compliance, as directed and approved by a designated HR Manager or the Director of Human Resources.
3. Initiates and conduct original research and analysis, and achieves projected results based on analysis performed.
4. Acts to consistently maintain the integrity and confidentiality of all employee communications, including written and electronic.

5. Implements changes in HR policies and procedures that advance employee performance, productivity and business objectives while also in compliance with employment law.
6. Maintains a current knowledge of employment law, including legal requirements and governmental reporting regulations affecting human resources functions.  Recommends and updates, as directed and approved, Jeppesen’s HR policies and procedures.

7. Counsels management and staff in the appropriate resolution of employee relations issues, including harassment, sexual harassment, workplace violence, etc.
8. Coordinates training initiatives with the Manager, Organizational Development & Training, as required or requested.  Conducts training on any HR discipline.
9. Recruits, interviews, tests, and selects from external candidates or employees to fill vacant positions.

10. Provides technical direction and guidance to management and staff on the processes and procedures for interviewing, hiring, AA/EEO, terminations, promotions, demotions, performance reviews, attendance, harassment, confidentiality, security, safety, conflict of interest, ethics, and other human resource/administrative activities.
11. Responds to employee inquires regarding policies, procedures, and programs, and resolves employee concerns in compliance with current policies and procedures.

12. Reviews and approves, as directed, performance evaluations to ensure effectiveness, compliance, and internal equity. 
13. Conducts exit interviews to determine reasons behind voluntary employee separations.  Analyzes data and prepares a written report of findings and recommendations, as directed
14. Maintains designated employee relations and staffing databases.

15. Analyzes data compiled for the annual Affirmative Action Plan (AAP), and prepares a written report of findings and recommendations, as directed.
16. Maintains effective and diplomatic communications with senior management and staff on all levels.

17. Perform other related duties, including special projects, as requested or required. 
Education/Experience: Bachelor’s degree in Human Resources, Business Administration or related field, or the equivalent combination of education and experience.  Seven (7) or more years of related and equivalent experience conducting recruitment and selection, employee relations, employment law, and AA/EEO.

Skills, Knowledge & Abilities: Demonstrated knowledge of and experience accurately communicating human resource policies and procedures.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated proficiency enhancing organizational performance by applying consulting skills within a human resource framework.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, and executive management.  Demonstrated experience conducting conflict resolution, including persuading and negotiating with others to embrace human resource strategies proposed.  Demonstrated successful experience designing and placing recruitment display ads in compliance with management of a bulk space advertising contract.  Demonstrated experience producing an internal employee newsletter, both print and web-based, preferably within the aerospace industry.  Demonstrated knowledge of Microsoft Office, and various proprietary HRIS and database software for tracking and compiling AA/EEO data.
Licensure/Certification: PHR or SPHR certification 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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