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JOB DESCRIPTION
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	Job Title: Knowledge Base Specialist
	Job Code:  JE1279

	Department:  Software Deployment Services
	Date Created: August 2003

	Grade:  B2
	Revision Date:

	Summary: Determines knowledge-capture standards to ensure that problem tickets and resolutions are captured, stored, and accessible in a way that allows us to provide internet access for customers to use Jeppesen’s knowledge base. Ensures the knowledge base is easily usable and effective for customers to quickly and easily get the information they need to help resolve issues. 


	Principal Responsibilities: 

· Develops and maintains a long-term knowledge management strategy, standards and processes for the acquisition, sharing and maintenance of information and knowledge.
· Implements knowledge management tools and makes recommendations for the acquisition of additional desired/required toolsets.
· Determines knowledge-capture standards to ensure that problem tickets and approved resolutions are captured, stored, and accessible in a way that allows internet access for customers.  Posts knowledge  documentation.
· Ensures that the IT infrastructure enables knowledge creation, sharing, capture and leveraging.

· Educates knowledge owners/contributors on the use of KM standards, processes, and tools.
· Ensures that information resources and intellectual assets are identified and managed effectively.
· Captures and reports on key KM metrics and performance indicators for operational and management use.
· Performs other duties as required.

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor degree computer science or equivalent combination of education and experience.
· Minimum of five (5) years in-depth understanding of Knowledge Management principles and concepts, as well as a solid background in use of enabling technology to support Knowledge Management objectives/processes.
· Minimum of three (3) years experience leading large scale technology and/or process implementation projects; specific experience with Knowledge Management projects is preferred.
· Minimum of three (3) years experience with content management, search engines, on-line development.
· Minimum of two (2) years project management and analysis experience.
· Minimum of two (2) years PeopleSoft experience.

	Competencies: 
(51) Problem Solving, (1) Action Oriented, (52) Process Management, (53) Drive for Results,          (14) Creativity, (47) Planning, (61) Technical Learning, (17) Decision Quality, (3) Approachability,   (67) Written Communication


	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


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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