

JOB DESCRIPTION




	Job Title: Training Center Manager
	Job Code:  JE1150

	Department: Commercial Aviation Training
	FLSA Status:  Exempt

	Grade:  J20
	Evaluation Date:   March 2003

	Summary: (General Purpose and main characteristics of the job; one to two sentences)


	Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)
1. Provides oversight and guidance to Training Center General Managers for Alteon and Jeppesen training associates, colleges and universities within a designated region(s).

2. Builds and maintains close professional relationships with a designated airline customer base for Commercial Aviation Training within a specific world region.

3. Delivers all scheduled training courses, manuals, hand-outs and take-away’s for each class as required, as requested, and as scheduled.

4. Establishes effective customer relations with designated airlines, aviation organizations and governmental agencies, as directed.

5. Screens, selects, trains, and terminates contract instructors, as directed.

6. Validates the existence and teaching of current curriculum in compliance with FAR Part 142 and Part 65.

7. Targets the achievement of revenue goals and coordinates results with the CAT Training Business Manager. 
8. Validates customer satisfaction of courses delivered at Alteon and/or JA or customer facilities.
9. Teach and/ or facilitate Jeppesen Academy courses as a back-up instructor when necessary.
10. Coordinate new or proposed training programs for customers with the Training Product Manager and Training Business Manager.
11. Recommends new training and/or service products to Jeppesen Training customers.
12. Maintains a cultural awareness of the diverse needs and interests of designated customers, and conveys such information to marketing and sales personnel to enhance achievement of business objectives.
13. Assist and support marketing and sales efforts when and where it is applicable.
14. Travels regularly to every key or strategic training center location and customer base within an assigned region.
15. Responsible for each Center’s P&L and budget as an independent business unit.
16. Performs other duties as required.

	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:

· 

	Reporting Structure (Titles only)
To:  Sr. Manager, Jeppesen Academy

Supervise:  None
Relationships: Internal and external customers (Regular, on-going work related interaction outside of the immediate work unit)


	Required Knowledge/Skills/Abilities
· 

	Experience/Education

· Bachelor’s Degree in aviation or related discipline, or related equivalent combination of education and work related experience. 

· FAA Aircraft Dispatchers license or Commercial Pilot license preferred. 
· Seven (7) or more years related experience in a commercial flight operations environment or the equivalent validated proficiency.  

· Demonstrated proficiency teaching and communicating Commercial Aviation Training in a classroom environment.  

· Any professional technical training courses or certification certificates is a plus.  

· Demonstrated knowledge and skills in courseware design and production is a plus.

	Physical Dimensions/Travel

Environment:  Classroom environment.
Travel:   50% Travel


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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