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Job Description

Job Title:
Program Manager, Associate
Job Code:
JE1500
Job Grade:
M4
SJC Code:
TBD

Reports to:  
Manager, Program
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
January 7, 2005
Ed/Exp:
BA/5
Travel:
< 25%
Lic/Cert:
None
Environment:
General Office


Objective:  To provide full-performance technical, professional and managerial support to an assigned Program Manager.  To provide oversight and guidance to project management colleagues who implement customer projects.  To coordinate, review, assess, recommend, implement and reconcile designated programs with project management and technical staff.  To maintain the integrity and security of program development.
Essential Functions: 

1. Manages the development and deployment for specific programs.
2. Provides technical direction, training and immediate supervision to an assigned staff, as directed and approved.

3. 
4. Coordinates project review and assessment, recommendations, implementation, and project management with project management and technical staff.
5. Initiates process management changes, including corrective actions, as approved and directed.
6. Works with internal Jeppesen groups that have direct and indirect impact on projects to ensure positive working relationships with program and successful customer implementations. 
7. Manages program budgets, and maintains accountability and compliance in conjunction with project managers.
8. Acts as technical liaison between program and other Jeppesen and/or Boeing groups as required to ensure customer requests are fully considered for future implementations. 
9. 
10. 
11. Conducts original presentations on program strategies to business units, executive management and others, as required, or requested and approved.
12. Works directly with project management and technical staff to meet customer and/or Boeing schedules for program/project deliveries.
13. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in business, marketing, or software development, with an emphasis in the development, deployment and management of advanced aviation and/or marine software and data products, services and related technologies, or the equivalent combination of related training, proficiency and experience.  Five (5) or more years of related experience, or the equivalent and validated proficiencies, which includes two (2) years of supervisory experience. 


Skills, Knowledge & Abilities:  Demonstrated proficiency managing the development and deployment of advanced aviation and/or marine software and data.  Demonstrated proficiency coordinating and conducting program review and assessment, generating recommendations, deploying and implementing products and services, and conducting program management through diverse internal and external staff, vendors, and subject matter experts.  Demonstrated proficiency with diverse computer hardware, including related software and emerging technologies. Demonstrated proficiency with Microsoft Office, Primavera, and Clear Quest, or equivalent validated proficiency. Demonstrated proficiency recruiting, hiring, training, developing, rewarding, disciplining and managing an effective staff.  Demonstrated experience directing 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 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: 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, (35) Managing and Measuring Work, (25) Hiring and Staffing
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