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Job Description

Job Title:
Manager, Facility Operations
Job Code:
JE1146
Job Grade:
K
SJC Code:
8AAMK

Reports to:  
Vice President and CFO
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
October 25, 2005
Ed/Exp:
BA/7 Years
Travel:
< 15%
Lic/Cert:
None
Environment:
General Office


Objective: To research, design, develop, test, and evaluate operations and support programs, modifications, repairs, and technical data for company products supplied to the customers. To analyze emerging customer and regulatory agency requirements, develop technical solutions, and validate ongoing certification, operation, and integrity of company products. To provide management and staff with consultation on the technical aspects of training, operations, support system, service, maintenance, modification, and retrofit issues.
Essential Functions: 

1. Researches, designs, develops, tests, and evaluate operations and support programs, modifications, repairs, and technical data for company products supplied to the customers.
2. Analyzes emerging customer and regulatory agency requirements, develops technical solutions, and validate ongoing certification, operation, and integrity of company products.

3. Provides management and staff with consultation on the technical aspects of training, operations, support system, service, maintenance, modification, and retrofit issues.
4. Consults with commercial and military customers, simulator manufacturers, and other suppliers to exchange design, performance, operation, and other technical data pertinent to company products.

5. Collaborates with commercial and military customers to develop safe and efficient operations, services, and maintenance plans to maximize reliability and minimize support costs over the lifetime of the product.

6. Validates supportability is included in the initial definition, design, and manufacture of products.

7. Validates the application of best practices and identifies the need for enhanced processes, methods, and tools.

8. Translates contract requirements into work requirements, processes, and tasks.

9. Plans, schedules, and leads others to produce technical products and solutions responsive to customer needs and within allocated budgets.
10. Manages customer and supplier relationships, and develops fundamental approaches to projects and requirements for implementation. 
11. Determines and communicates performance engineering priorities, limitations, and strategies, including impact on staffing and budget. 
12. Acts as a single-point of contact to designated business units for the receipt and distribution of performance engineering communications, goals and objectives.

13. Identifies changes and trends in performance engineering, and conducts research and analysis, produces recommendations, and implements changes, as directed. 

14. Interprets and communicates the impact of customer needs and requirement analysis on JTS and designated business units. 

15. Develops and maintains collaborative relationships with all business unit leaders, domestic and international.

16. Conducts original presentations on performance engineering to internal teams, management and others, as required.
17. Assesses the business impact of various issues and escalates the creation and implementation of performance engineering strategies.
18. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in engineering or IT, with an emphasis in performance engineering or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Seven (7) or more years of related experience, or the equivalent and validated proficiencies.
Skills, Knowledge & Abilities: Demonstrated proficiency researching, designing, developing, testing, and evaluating operations and support programs, modifications, repairs, and technical data, with an emphasis on the products and services in the aviation and/or marine industries.  Demonstrated proficiency analyzing emerging customer and regulatory agency requirements, developing technical solutions, and validating ongoing certification, operation, and integrity of company products.  Demonstrated proficiency providing management and staff with consultation on the technical aspects of training, operations, support system, service, maintenance, modification, and retrofit issues.  Demonstrated proficiency consulting with commercial and military customers, simulator manufacturers, and other suppliers to exchange design, performance, operation, and other technical data pertinent to company products.  Demonstrated proficiency collaborating with commercial and military customers to develop safe and efficient operations, services, and maintenance plans to maximize reliability and minimize support costs over the lifetime of the product.  Demonstrated proficiency validating the inclusion of supportability in the initial definition, design, and manufacture of products.  Demonstrated proficiency validating the application of best practices and identifying the need for enhanced processes, methods, and tools.  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 domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.  
Licensure/Certification: An industry recognized certification in performance engineering 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.

To manage facilities, maintenance, and safety, health and environmental functions and initiatives through administration of the SHEA.
1. Facilities / Maint

2. Manages all building maintenance and construction, engineering staff, and the use of facility equipment.

3. Monitors and validates the operation, repair, and code compliance of chillers, air handling units, boilers, and related equipment.

4. Tracks work orders, and validates closure and customer satisfaction.

5. Validates that properties meet or exceed municipal, state or federal fire and safety requirements.
6. agencies – annual fire inspections, fire safety training, emergency response

7. Validates company equipment, systems, services, and facility are compliant with disaster recovery plans and procedures.

8. Responds to all alarms and works with local fire, police department to investigate the cause

9. Interface with contractors for design, construction and maintenance

10. Manage maintenance contracts for mechanical, electrical and construction 

11. SHEA

12. Work directly with Boeing on the development of Jeppesen’s new SHEA Program

13. Manage Jeppesen Safety & Environmental affairs

14. Ensure compliance with OSHA, ADA and other Federal regulations

15. Develop, implement, maintain, and oversee enforcement of policies, procedures and associated plans for administration and business continuity based on industry-standard best practices

16. Maintain safety training for necessary departments

17. Coordinate reporting to local and state agencies to maintain appropriate licensing

18. Maintain master file of material safety data sheets for all chemicals in the facility

19. Real Estate

20. Project development – to include due diligence process on real estate purchases, conference center space development, department relocation

21. Space planning and simple CAD work

22. Maintain FM systems database – reflecting the placement of employees in each building (currently Denver only)

23. Assist in long range strategic planning

24. Real Estate tracking and reporting to Boeing

25. Support all Jeppesen Facilities both domestic and internationally

26. General Services


27. Oversee daily in house operations including mail distribution, revenue deposits and office equipment/product support to include postage stamp purchases for credit union.

28. Administration of archived material

29. Master key inventory

30. Maintain License plate databases 

31. Fleet management to include vehicle registration, emission testing, maintenance

32. Security

33. Oversee the physical security operations at Jeppesen Denver, to include maintaining database, badge access and card distribution, track security requests and incident reports. Update security procedures present updates to upper management.

34. Assess need for any security reconfigurations (minor or significant) and execute them if required.

35. Ensure all buildings meet security requirements both internal and external

36. Respond to security alarms 24 / 7

37. Janitorial

38. Document weekly walk through with janitorial supervisor. Follow up on any areas that need improvement in a timely manner.

39. Analyze cleaning specifications and methods used.

40. Evaluate condition of building and make necessary changes – carpet upkeep

41. Respond to all types of types of clean up issues

42. Oversee meeting set ups and special requests

43. Food Service

44. Monitor health and food safety within the Chart House and ensure compliance of all applicable health regulations

45. Oversee daily sales and food costs 

46. Daily and monthly reporting of sales

47. Oversee menu development  to including catering

48. Budget Development

49. Develop budgets estimates for future expenditures

50. Track expenditures

51. General Information

52. Provide leadership and support to 4 key departments of Jeppesen’s infrastructure

53. Work with all levels of Jeppesen’s leadership and management teams

54. Perform annual reviews

55. Prepare and track Capital requests, and purchase orders 
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