

JOB DESCRIPTION




	Job Title: Manager, Program
	Job Code:  JE1618

	Department: General
	Date Created:  January 2003

	Grade:  M3
	Revision Date: February 2004

	Summary: 

Directs activities, communicates status and ensures the success of all aspects of a defined program from start to finish.  Manages the vision, goals and objectives of the program by setting priorities, managing contracts and budgets, creating and employing the agreed upon methods and standards and ensuring communication and coordination between all applicable parties.

	Principal Responsibilities:

· Manages multiple projects facilitating a defined program to a successful completion.
· Facilitates end-to-end business analysis, definition, strategic direction and product deployment.
· Facilitates business and technical planning, administers, schedules, budgets, staffs and monitors all program activities.
· Works with the Product Managers/Project Managers to create project plans, schedules, status reporting and contract, risk, time and materials management.
· Ensures continuous and effective communication among applicable Jeppesen organizations, management, teams and customers regarding program goals, objectives, issues and status.

· Facilitates meetings with staff and internal/external customers.

· Works with vendors, Finance and Infrastructure to secure hardware, software and services.
· Supports effective business results by managing and coordinating team activities, responsibilities, and priorities.

· Supports successful project completions and company strategic plans by establishing policies and direction for the section with other management personnel.

· Monitors and improves processes based on lessons learned and best practices.
· Makes presentations to peers and management on proposed projects and staff goals, objectives and resulting progress.
· When necessary, escalates issues and recommendations to appropriate decision makers in order to achieve timely resolution.

· Performs others duties as required.

	Reports to:  Director or Manager

	Supervisor Responsibilities: Joint Supervision of the Project Managers

	Education/Experience Requirements:
· Bachelor degree or equivalent combination of education and experience.
· Minimum of ten (10) years of technical project management experience.
· Minimum of seven (7) years of technical leadership and/or supervisory/management experience.
· Minimum of five (5) years planning, scheduling and managing projects.
· Minimum of three (3) years creating and maintaining budgets.
· Aviation knowledge and experience is desired.

	Competencies:



	Travel: 15% - 50%

	Environment: Office

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


Job Posting only:

Commercial – Flight Planning/Operations experience is highly desirable.

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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