[image: image1.png]INJEPPESEN.





Job Description

Job Title:
Corporate Communications Executive
Job Code:
JE2920
Job Grade:
J17
SJC Code:
TBD


Reports to:  
Manager, Corporate Communications
EEO-1/Job Family:
Professional

Supervises:
None
Created/Revised:
April 4, 2005
Ed/Exp:
BA/5
Travel:
< 5%
Lic/Cert:
None
Environment:
General Office


Objective:  To plan, develop and execute communication projects in conjunction with clients, designers, copywriters and other creative resources.

Essential Functions: 

1. Plans, develops and executes communication projects in conjunction with clients, designers, copywriters and other creative resources.
2. Reviews, critiques and proofs projects to achieve planned outcomes.

3. Reviews and evaluates project scope, criteria, direction and status.

4. Interfaces with purchasing, printers and other vendors during the production of projects.

5. Develops concept ideas, reports and schedules.

6. Maintains physical and electronic project history files.

7. Develops and maintains effective working relationships with vendors, suppliers, printers and other resources to achieve business objectives.

8. Analyzes existing or potential outlets for the communication of Jeppesen products, services and technologies.
9. Conducts original presentations on communication methodologies and strategies to internal teams, senior executives, and clients, as directed.

10. Develops plans to update legacy communication strategies.  Implements plans, as approved.
11. Monitors and works with designated Jeppesen locations to provide a common point-of-contact for communication services, and to ensure compliance to communication protocols.

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

Education/Experience: Bachelor’s degree in marketing, communications, or media relations, with an emphasis in aviation products, services and technologies, or the equivalent combination of related training, proficiency and experience.  Five (5) or more years of related experience conducting full-performance corporate communications, preferably with an emphasis in U.S. domestic aviation and/or marine products, services and technologies for both commercial and governmental markets, or the equivalent in validated proficiencies.
Knowledge, Skills & Abilities: Demonstrated proficiency creating brand identity, and manipulating graphic art and design principles, including photography and related digital technologies.  Demonstrated proficiency developing creative teams consisting of designers, illustrators, writers, photographers, information architects, photographers and other creative and non-creative staff.  Demonstrated proficiency with various desktop computer publishing, illustration and design applications.  Demonstrated proficiency moving projects from inception to completion on-time, on-budget, and in compliance with creative constraints.  Demonstrated experience 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 proficiency conceptualizing abstract ideas, and experience persuading and negotiating 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, flight manuals, binders, etc., typically weighing forty (40) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (24) Functional/Technical Skills, (42) Peer Relationships, (1) Action Oriented, (31) Interpersonal Savvy, (51) Problem Solving, (17) Decision Quality, (37) Negotiating, (15) Customer Focus, (67) Written Communications (49) Presentation Skills
All content is Copyright © 2005 Jeppesen All rights reserved. No part of this document may be released, used, reproduced or distributed in any manner whatsoever without prior written permission from the copyright holder.

