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Job Description

Job Title:
Trade Show Coordinator
Job Code:
JE1214
Job Grade:
J18
SJC Code:
TBD

Reports to:  
Manager, Corporate Communications
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
November 11, 2004

Ed/Exp:
BA/5
Travel:
< 10%
Lic/Cert:
CTSM/Desired
Environment:
General Office


Objective:  To coordinate the presentation of company products, sales, and marketing efforts through participation in industry trade shows.  To conduct diverse analysis of trade show participation, and to recommend changes in trade show participation in order to maintain or surpass Jeppesen’s business development objectives.  
Essential Functions: 
1. Coordinates the presentation of company products, sales, and marketing efforts through participation in industry trade shows.
2. Conducts diverse analysis of trade show participation, and recommends changes in trade show participation in order to maintain or surpass Jeppesen’s business development objectives.  
3. Maintains a current calendar of scheduled trade shows.

4. Develops and administers trade show budget within established limits and in conjunction with designated business segments.

5. Directs the design, construction, repair, storage and shipping of all booths and exhibit materials (including signage, product and lighting).

6. Files initial contracts for trade shows and meet all contractual deadlines for booth space, badges, furnishings, electrical and telephone services, labor, drayage, etc.  Works with contractors and trade show management to resolve any issues that may arise during a show.

7. Works with designated marketing and sales staff to determine staffing requirements and product demos.

8. Selects and works with vendors (i.e. exhibit house, graphic and sign vendors, equipment rental, exhibit services companies, promotional vendors, freight companies, etc.).
9. Plans and executes trade show promotions, specials, literature, giveaways, advertising, receptions, and media functions that integrate and support trade show strategies, themes and messages.

10. Coordinates exhibit setup and/or tear down at shows, as directed.
11. Schedules travel and hotel arrangements for exhibit staff, as directed.

12. Maintains an inventory of all exhibit booths and materials.  Keeps all exhibit properties in good working condition and appearance, as directed.

13. Packages and ships exhibit materials for scheduled trade shows.  Coordinates trans-shipping from show to show.  Prepares customs paperwork for international shows.

14. Compiles and analyzes post-show evaluation reports, and reports on the ROI from trade shows, as directed.
15. Maintains tradeshow records via project folder/binder and Traq-It software management application.

16. Maintains and tracks all computer equipment (laptops, PC tablets, printers, etc.) used at trade shows.

17. Works closely with trade show coordinator in Frankfurt on international shows of joint participation.

18. Plans and conducts pre-show meetings, including preparation of exhibit information packages for exhibit staff.

19. Identifies and monitors existing and/or potential competitors, and conducts original research and analysis to project and validate any potential changes to trade show participation.

20. Analyzes existing or potential outlets for the sale of Jeppesen products, services and technologies.
21. Conducts original presentations on trade show participation, including analysis of strategies and recommendations.

22. Provides all business units with a common point-of-contact for trade show participation, and acts to ensure compliance to and the consistent marketing of Jeppesen’s products, services and technologies.

23. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in marketing, with an emphasis in aviation products, services and technologies, or the equivalent combination of related training, proficiency and experience.  Five (5) or more years of related trade show experience, preferably involving U.S. domestic aviation products, services and technologies for commercial and/or governmental markets.
Skills, Knowledge & Abilities: Demonstrated proficiency coordinating the presentation of company products, sales, and marketing efforts through participation in major industry trade shows.  International experience conducting marketing analysis in the aviation industry is highly 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, executive management, and external clients.  Demonstrated experience persuading and negotiating others to embrace strategies proposed.  
Licensure/Certification: CTSM - Trade Show Management 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 routine lifting of general office [reams of paper, telephone books, flight manuals, binders, etc.], and various trade show materials weighing approximately (60) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (24)Functional/Technical Skills, (42)Peer Relationships, (1)Action Oriented, (31)Interpersonal Savvy, (51)Problem Solving, (17)Decision Quality, (37)Negotiating, (15)Customer Focus, (67)Written Communications (49)Presentation Skills
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