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Job Description

Job Title:
Courseware Planning Specialist
Job Code:
JE2348
Job Grade:
J19
SJC Code:
TBD

Reports to:  
Mgr, Product Definition
EEO-1/Job Family:
Professionals
Supervises:
None
Created/Revised:
November 9, 2004

Ed/Exp:
BA/5
Travel:
< 5%
Lic/Cert:
PMP Certificate
Environment:
General Office


Objective:  To provide full-performance level proficiency in the planning, coordination, development, completion and monitoring of all BGAD projects.  To ensure projects meet established goals and objectives as scheduled, as budgeted, and consistent with corporate and PMO industry policies, standards, processes and procedures.  To adhere to standardized project development methods, policies and processes.  To provide technical direction, and staff training and development, as directed.  To ensure the perpetual integrity and security of all proprietary data, intellectual property, and software and product development.  
Essential Functions: 
1. Develops detailed budgets and schedules for each BGAD project as approved, according to the project management plan developed by the project lead. 

2. Assigns resources to projects as established by the Resource Manager and project leads. Monitors work load balance of BGAD department and reports issues of over allocation, as directed.
3. Tracks project budgets and schedules for all BGAD projects, prepares weekly status reports, and keeps management informed of project status and related issues. Escalates persistent issues with project schedules and budgets to senior management.

4. Administers Primavera within the BGAD team, including assigning resources to allow for time entry, accepting all time into Primavera on a weekly basis, and rescheduling projects weekly.

5. Establishes standards and procedures for project reporting and documentation within BGAD. 

6. Creates Primavera reports as security privileges allow. 

7. Provides project histories for the purposes of estimating new products.

8. Generates end-of-project numbers for post-implementation assessment of projects to ensure business requirements have been met.

9. Maintains a relationship with the corporate project management office to stay current on Primavera and other standards development.

10. Promotes project management best practices in the organization. 

11. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor's degree in Engineering, Information Systems, Computer Science, Project Management or the equivalent combination of education, experience and demonstrated proficiencies.  A Master’s degree is preferred.  Five (5) or more years of experience as a project manager for multiple, simultaneous projects of all sizes, or the equivalent and validated proficiencies.  
Skills, Knowledge & Abilities: Demonstrated subject matter expertise with proven hands-on experience in all phases of the software development lifecycle.  Demonstrated proficiency managing the development and completion of projects with various development tools, such as the Rational Unified Process (RUP) process, Primavera - P3E, TeamPlay, or equivalent project management scheduling tools, methodologies, and strategies.  Demonstrated proficiency with CMM, ISO, IEEE, or DOD requirements is desired.  Demonstrated knowledge of U.S. domestic aerospace and marine software products and related technologies for both commercial and governmental markets is desired.  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 domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate and to persuade others to embrace strategies proposed. 
Licensure/Certification: Project Manager Professional (PMP) certification.
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:  (35) Managing and Measuring Work, (47) Planning, (52) Process Management, (51) Problem Solving, (31) Interpersonal Savvy, (39) Organizing, (24) Functional/Technical Skills, (29) Integrity and Trust, (27) Informing, (41) Patience
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