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Job Description

Job Title:
Sales Training Coordinator
Job Code:
JE2567
Job Grade:
2
SJC Code:
KADTP2


Reports to:  
Management
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
June 20, 2006 
Ed/Exp:
BA/7
Travel:
< 25%
Lic/Cert:
None
Environment:
General Office


Objective: To coordinates training processes for designated sales-oriented positions.  To monitor, evaluate and provide performance feedback to trainers.  To maintain training records for designated employees in sales-oriented positions.  To coordinates internal employee training, including researching and selecting internal and/or external providers.  To coordinates external employee training, including enrolling participants in individual training programs, working with outside vendors to arrange for group classes.
Essential Functions: 
1. Coordinates the training process for designated sales-oriented positions.

2. Monitors, evaluates and provides performance feedback to trainers.

3. Maintains training records for designated employees in sales-oriented positions.

4. Coordinates internal employee training, including researching and selecting internal and/or external providers, enrolling participants and validating appropriate room reservations and set ups are made.

5. Coordinates external employee training, including enrolling participants in individual training programs, working with outside vendors to arrange for group classes.  Validates expenses are billed correctly.

6. Reports employee training performance to management.

7. Analyzes and evaluates business needs for training with P&L Leaders and Product Managers.

8. Researches new and recurrent sales and customer service training programs and provides business cases and models to management as it relates to Jeppesen globally.

9. Works with business analysts in support of training needs. 

10. Develops training documentation and user guides on new products and services with the assistance of P&L leaders and product managers.

11. Maintains designated training department systems and tools.

12. Monitors, evaluates, and documents procedures in compliance with ISO standards. 

13. Facilitates training programs as needed.
14. Validate the optimum achievement and return on investment of all sales training initiatives.
15. Evaluates, analyzes and determines appropriate sales training strategies to achieve market objectives, and to meet customer expectations. 

16. Defines, designs and articulates new product sales training strategies for designated markets.
17. Provides oral and written reports on markets, problems, interests and potential new market opportunities.

18. Makes scheduled and unscheduled presentations on company sales training initiatives before diverse domestic and international market development teams, executive management, and external clients. 

19. Performs other related duties, including special projects, as requested or required.
20. Oversees a designated sales and services training library.

Education/Experience: Bachelor’s degree in sales, marketing, or equivalent discipline, with an emphasis in commercial and general aviation, commercial and recreational marine, aerospace, military, or related industries, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Seven (7) or more years of related experience, or the equivalent and validated proficiencies.
Skills, Knowledge & Abilities: Demonstrated proficiency coordinating training processes for designated sales-oriented positions.  Demonstrated proficiency monitoring, evaluating and providing performance feedback to trainers.  Demonstrated proficiency maintaining training records for designated employees in sales-oriented positions. 
Demonstrated proficiency coordinating internal employee training, including researching and selecting internal and/or external providers.  Demonstrated proficiency coordinating external employee training, including enrolling participants in individual training programs, working with outside vendors to arrange for group classes.  Demonstrated proficiency multi-tasking and providing technical consultation in a fast-paced, diverse, and worldwide marketplace.  Demonstrated thorough domain knowledge of designated aviation and/or marine markets, customers, products, and services.  Demonstrated knowledge of U.S. domestic and international aviation and/or marine regulations, customer requirements, competitors, software products and related technologies.  Demonstrated knowledge of liability, risk, intellectual property, contracting and other legal factors related to the sale of aviation or marine products and services.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated proficiency establishing and maintaining successful customer service relationships that frequently lead to the sale of products and services.  Demonstrated proficiency communicating technical data and its robust application in computer hardware, software and peripherals.    Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international market 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, 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, manuals, binders, etc., typically weighing ten (10) pounds or less.  Essential functions are routinely performed in a general office environment at numerous locations.  Essential functions require frequent domestic and international travel. Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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