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Job Description

Job Title:
Supervisor, Software & Hardware Installation
Job Code:
JE2014
Job Grade:
MT5
SJC Code:
TBD

Reports to:  
Manager, Software Deployment
EEO-1/Job Family:
Officials/Managers
Supervises:
An assigned Staff
Created/Revised:
March 1, 2005
Ed/Exp:
BA/2
Travel:
< 15%
Lic/Cert:
MCP
Environment:
General Office


Objective:  To supervise the installation of software applications and hardware, including upgrades on customer systems.  To review system configuration, architecture, and customer systems performance results and recommend and install, as approved, changes to ensure optimum efficiency and productivity.  To assign and supervise the work of project team members, and to provide training, technical direction and guidance.  To delays or cancel software and hardware installation which is not in compliance with established standards for operation, security, and quality.
Essential Functions: 
1. Supervises the installation of software applications and hardware, including upgrades on customer systems.

2. Supervises proof of concept labs for different product lines.

3. Reviews system configuration and architecture. Recommends changes to ensure optimum efficiency and productivity, and implements changes as approved.

4. Reviews customer systems performance results. Recommends changes to ensure optimum efficiency and productivity, and implements changes as approved.

5. Creates and supervises customer menu services through system and network administration and architecture.

6. Coordinates software and hardware installation with the sales department, and other business units, as required or requested.

7. Acts a primary contact for IT infrastructure, development, support, and deployment groups.
8. Reviews customer’s specifications and other documents to determine software and hardware installation requirements.  Ensures required specifications meet system standards.

9. Establishes schedules to ensure tasks are completed as scheduled and budgeted.
10. Supervises the work of project team members, and provides training, technical direction and guidance.  Recruits, selects, trains and develops, monitors, appraises, and promotes a qualified staff.  Conducts disciplinary actions, as necessary.

11. Maintains a state-of-the-art knowledge of leading edge software engineering and development technologies, trends and direction.

12. Delays or cancels software and hardware installation which is not in compliance with established standards for operation, security, and quality.

13. Keeps the immediate supervisor informed of any actions or events that might delay or cancel the software and hardware installation.

14. Recommends and establishes, as approved, cross-training opportunities and outsourcing strategies within and between other departments.

15. Plans, administers, schedules, staffs and monitors all team activities based on department priorities.

16. Conducts original presentations on software programming and analysis strategies to business units, executive management and others, as required or requested and approved.
17. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in Computer Science or related discipline, or an equivalent combination of education, training, experience and proficiency.  A Master’s degree is preferred.  Two (2) or more years of experience supervising a staff.
Knowledge, Skills and Abilities: Demonstrated experience and proficiency supervising a highly technical staff.  Demonstrated subject matter expertise with proven hands-on experience in all phases of the software and hardware installation, involving various operating systems (Windows, UNIX, Mac OS, etc.), networks (LANs, WANs, wireless, etc.), and diverse hardware environments (PCs, laptops, AS400, HP9000, mainframes, etc.).  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 diverse business development teams, executive management, and external clients.  Demonstrated experience building and leading cross-functional teams toward a common goal.  Demonstrated experience using diplomacy to negotiate and to persuade others to embrace strategies proposed. 
Licensure/Certification: Microsoft Certified Professionals (MCPs) or equivalent 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 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: (50) Priority Setting, (20) Directing Others, (52) Process Management, (60) Building Effective Teams, (3) Approachability, (15) Customer Focus, (34) Managerial Courage, (5) Business Acumen, (65) Managing Vision and Purpose, (49) Presentation Skills 
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