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Job Description

Job Title:
Production Planning Specialist
Job Code:
JE1077
Job Grade:
J18
SJC Code:
EBBU3

Reports to:  
A Designated Manager
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
September 28, 2005
Ed/Exp:
BA/5
Travel:
<5%
Lic/Cert:
None
Environment:
General Office/Plant


Objective:  To establish and maintain integrated planning and scheduling for all distribution functions.  To plan, schedule and coordinate chart orders, revisions, and stocking.  To validate adherence to established delivery schedules, and track compliance to established standards for quality and accuracy of production including output, and to reconcile expenses against planned and budgeted low cost models. 
Essential Functions: 
1. Plans, schedules and coordinates chart orders, revisions, and stocking.  Validates adherence to established delivery schedules, tracks compliance to established standards for quality and accuracy of production including output, and reconciles expenses against planned and budgeted low cost models.

2. Balances production cost and capacity constraints using approved tools and methodology. 

3. Plans, schedules and coordinates distribution materials and workflow.  Monitors work in each production area to validate compliance to planned productions schedules and quality standards.

4. Monitors, analyzes, supplies, and inventories paper for outside printing vendors.
5. Plans and orders, in conjunction with the Material Planner, outside paper sizes and quantities.
6. Resolves problems associated with production planning, scheduling, and errors through on-going coordination with charting groups, distribution, and designated external and internal printers.
7. Verifies and reconciles invoices from printers against expected usage and cost.
8. Maintains a current, robust knowledge of all charts and related products and services produced by Jeppesen.

9. Maintains a state-of-the-art knowledge of CPOD and the application and impact of related systems and technologies on production planning.
10. Develops and maintains effective working relationships with internal management and staff, and external customers and vendors.
11. Gathers data and maintains designated production planning databases, as directed.
12. Perform other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in Industrial Engineering,, Materials Management, Business Administration, Workforce Planning and Development, Manufacturing, Strategic Management, Product Management or related field, or the equivalent combination of education and experience, preferably within the aviation and/or marine industry.  Five (5) or more years of related and equivalent experience, or validated proficiency.
Knowledge, Skills & Abilities: Demonstrated proficiency independently and successfully planning and managing multiple production planning responsibilities with concurrent, conflicting and overlapping deadlines.   Demonstrated proficiency planning and achieving targeted production outcomes that impact U.S. domestic and global operations.  Demonstrated proficiency establishing and maintaining integrated plans and schedules for a state-of-the-art printing and distribution function, preferably within the aviation and/or marine industries.  Demonstrated proficiency planning, scheduling and coordinating chart orders, revisions, and stocking.  Demonstrated proficiency validating adherence to established delivery schedules, and tracking compliance to established standards for quality and accuracy of production including output.  Demonstrated proficiency reconciling expenses against planned and budgeted low cost models.  Demonstrated proficiency balancing production cost and capacity constraints using approved tools and methodology.  Demonstrated proficiency with a major commercial CPOD function, and the application and impact of related systems and technologies on production planning.  
Demonstrated proficiency with all components of Microsoft Office.  Demonstrated proficiency with Microsoft Project or equivalent planning tools, is desired.  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 development teams, and executive management.  
Licensure/Certification: None.
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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