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Job Description

Job Title:
Marketing Coordinator
Job Code:
JE1226
Job Grade:
J18
SJC Code:
TBD

Reports to:  
Manager/Supervisor
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
March 16, 2005
Ed/Exp:
BA/5
Travel:
< 5%
Lic/Cert:
None
Environment:
General Office


Objective:  To provide full-performance level coordination of marketing activities for a product or business line which may include product development and/or research, advertising, direct mailing, printing, customer events, trade shows, media relations, e-business, and Internet.  To coordinate the marketing of existing and/or potential outlets for the sale of Jeppesen products, services and technologies.  To ensure the perpetual integrity and security of all proprietary data, client information, and intellectual property.
Essential Functions: 

1. Coordinates marketing activities for a product or business line which may include product development and/or research, advertising, direct mailing, printing, customer events, trade shows, media relations, e-business, and Internet.
2. Coordinates the marketing of existing and/or potential outlets for the sale of Jeppesen products, services and technologies.
3. Develops, maintains and evolves working relationships with internal teams, external professionals and customers, and various support organizations.  Builds relationships to achieve targeted profitability and growth for assigned products and services.
4. Ensures the perpetual integrity and security of all proprietary data, client information, and intellectual property.
5. Validates all marketing coordination and produces, as required or requested, original recommendations to achieve or surpass business development objectives. 
6. Conducts diverse coordination of product delivery cycles and distribution, including advertising and promotion (print, direct mail, email/electronic, Internet, broadcast, etc.), pricing, point of sales, and the impact of new technologies on product delivery/distribution and sales penetration.
7. Interviews industrial opinion leaders and subject matter experts on various products/services to directly support client projects and achievement of business development objectives.

8. Conducts original presentations on marketing strategies to internal teams and, as required or requested and approved, to senior executives and clients. 
9. Works with internal departments to schedule and coordinate the release of marketing strategies.

10. Plans and coordinates the updating of legacy marketing strategies.

11. Coordinates the availability and readiness of marketing campaigns against the scheduled deployment of products and services, and recommends the suspension of deployment if resources, staffing, technology and other factors have not achieved established launch requirements. 

12. Monitors and works with all Jeppesen locations to provide a common point-of-contact for designated marketing services, and to ensure compliance to and the consistent marketing of Jeppesen’s products, services and technologies.

13. Perform other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in marketing, with an emphasis in aviation and/or marine products, services and technologies, or the equivalent combination of related training, proficiency and experience.  Five (5) or more years of related experience conducting full-performance level marketing coordination, research and analysis, preferably involving U.S. domestic aviation and/or marine products, services and technologies for both commercial and governmental markets, or the equivalent in validated proficiency.  International marketing experience is highly desired.

Skills, Knowledge & Abilities: Demonstrated proficiency coordinating marketing activities for a product or business line which may include product development and/or research, advertising, direct mailing, printing, customer events, trade shows, media relations, e-business, and Internet.  Demonstrated proficiency conducting original marketing 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: 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, completion of core management development requirements, 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.
Competencies:  (53) Drive For Results, (42) Peer Relationships, (17) Decision Quality, (38) Organizational Agility, (5) Business Acumen, (24) Functional/Technical Skills, (15) Customer Focus, (28) Innovation Management, (36) Motivating Others, (49) Presentation Skills
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