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Job Description

Job Title:
Vendor Management Specialist
Job Code:
JE3120
Job Grade:
J21
SJC Code:
TBD


Reports to:  
Manager, Operations
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
April 11, 2005
Ed/Exp:
BA/5 Years
Travel:
< 15%
Lic/Cert:
None
Environment:
General Office


Objective: To evaluate requests for and negotiate the procurement of computer hardware, software, telecommunication, and networking equipment.  To plan, schedule, document and maintain IT budgets for the procurement of contract services, equipment, leasing, service level agreements, and related operations.  To procure equipment, products, and services within budget.  To conduct asset management reconciliation, inform management of discrepancies and negligence, and to take action to ensure the perpetual integrity and security of all IT property, proprietary data, client information, and intellectual property.

Essential Functions: 
1. Evaluates requests for and negotiates the procurement of computer hardware, software, telecommunication, and networking equipment. 

2. Plans, schedules, documents and maintains IT budgets for the procurement of contract services, equipment, leasing, service level agreements, and related operations.  Procures equipment, products, and services within budget.  
3. Conducts assets management reconciliation, informs management of discrepancies and negligence, and takes action to ensure the perpetual integrity and security of all IT property, proprietary data, client information, and intellectual property.

4. Communicates, monitors and validates compliance to company policies and procedures for the use of cell phones, pagers, and other communication devices.  

5. Acts in compliance with disaster recovery requirements, documentation, and plans.    

6. Takes a leadership role in evaluating technology, including development of evaluation criteria, vendor product research, and preparation and review of RFIs, RFQs, RFPs, and related procurement documents.
7. Provides detailed status reports on the resolution of procurement problems, as required or requested.

8. Develops and maintains effective relationships with internal and/or external users, suppliers and contractors of IT products, services, and equipment.

9. Conducts original presentations on IT procurement strategies to internal teams, management and others. 
10. Performs other related duties, including special projects, as requested or required
Education/Experience: Bachelor’s degree in materials management, purchasing, or business administration, with an emphasis in IT hardware and software, 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 evaluating requests for and negotiating the procurement of computer hardware, software, telecommunication, and networking equipment.  Demonstrated proficiency planning, scheduling, documenting and maintaining IT budgets for the procurement of contract services, equipment, leasing, service level agreements, and related operations.  Demonstrated proficiency procuring equipment, products, and services within budget.  Demonstrated proficiency conducting asset management reconciliation, identifying discrepancies and negligence, and taking action to ensure the perpetual integrity and security of company assets. 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, to resolve service conflicts, and to persuade others to embrace strategies proposed.
Licensure/Certification: Certified Purchasing Officer or comparable private or public sector credential 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, completion of core management development requirements, 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:  (5) Business Acumen, (15) Customer Focus, (52) Process Management, (1) Action Oriented, (47) Planning, (42) Peer Relationships, (62) Time Management, (39) Organizing, (3) Approachability, (19) Developing Direct Reports 
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