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Job Description

Job Title:
Communications Specialist
Job Code:
JE2912
Job Grade:
18
SJC Code:
TBD

Reports to:  
Manager, Corporate Communications
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
April 18, 2005
Ed/Exp:
BA/5
Travel:
<5%
Lic/Cert:
None
Environment:
General Office


Objective:  To identify, monitor, and analyze existing and potential communication methodologies, and to recommend and implement changes in communication protocols to advance business objectives.  To communicate on-going corporate success to diverse internal and, as directed, external audiences.  To align internal strategies, such as I-CAT (Implementation Change Action Team) to support employee performance outcomes, and organizational development strategies such as Navigating New Frontiers.  To review and validate procedural changes to existing communication protocols.
Essential Functions: 
1. Identifies, monitors, and analyzes existing and potential communication methodologies, and recommends and implements changes in communication protocols which will advance Jeppesen’s business objectives.
2. Communicates Jeppesen’s on-going success to diverse internal and, as directed, external audiences.
3. Coordinates, as required or requested, organizational development initiatives with the Manager of Organizational Development and Training. 
4. Develops and implements communication strategies, as directed.

5. Aligns internal strategies to support employee performance outcomes, and organizational development strategies such as Navigating New Frontiers.
5.
Reviews and validates procedural changes to existing communication protocols.

6.
Acts as a liaison between I-CAT and global communications strategies.

7. Maintains contacts and communications with senior management and staff on all levels.

8. Participates in I-CAT subgroup meetings including Mission, Involvement, Consistency and Adaptability.

9. Distributes key messages for Navigating New Frontiers and I-CAT change efforts in conjunction with web site developers.

10. Writes I-CAT memos, e-mails, brochures, Web text, scripts, articles, etc.

11. Acts as a change agent, as directed, to lead designated cultural change programs.
12. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in communications, marketing, or English with an emphasis in employee communications, or the equivalent combination of education and experience.  Five (5) or more years of related and equivalent experience leading the design, implementation, analysis and maintenance of employee communications strategies, or demonstrated equivalent proficiency.

Skills, Knowledge & Abilities: Demonstrated knowledge of and experience communicating U.S. domestic aerospace and marine business development, which includes both commercial and governmental markets (Department of Defense, Federal Aviation Administration, National Geospatial Agency, etc.).  Demonstrated proficiency managing international communications in the aerospace and marine industries is highly desired.  Demonstrated proficiency conducting 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 persuading and negotiating others to embrace communication 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, 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.
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