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Job Description

Job Title:
IT Program Manager
Job Code:
JE3546
Job Grade:
B4
SJC Code:
TBD

Reports to:  
Manager, Project Manager Office
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
March 30, 2005
Ed/Exp:
BA/7 Years
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective:  To manage multiple related projects aligned to reach a common objective.  To manage activities and personnel, communicate status and ensures the success of all aspects of the defined program from start to finish. To manage the strategic vision, goals and objectives of the program by working with business/service units project managers to set priorities, monitor costs, manage contracts and budgets, create and employ the agreed upon methods and standards and ensure communication and coordination between all applicable parties.

Essential Functions: 
1. Manages the completion of multiple strategic projects which are aligned to common and high priority business objectives.

2. Manages Project Managers, other JTS service group representatives, and business/service unit stakeholders to create project plans, schedules, status reporting and contract, risk, time and materials management.

3. Plans, administers, schedules, budgets, staffs and monitors all program activities.

4. Creates clear, concise, and complete communications among applicable Jeppesen organizations, management, teams, vendors/partners, and internal/external customers regarding program goals, objectives, issues and status.

5. Plans and executes critical business project implementations through leadership of cross-discipline global project teams to meet key company objectives aligned with core corporate strategies.

6. Negotiates contracts and contractual changes and coordinates and prepares proposals, plans, specifications, and financial conditions of contracts, as directed.
7. Works with vendors, the Finance Department and IT Infrastructure to secure facilities, hardware, software and services.

8. Manages and coordinates team activities, resources, responsibilities, and priorities. 

9. Monitors program performance using standard metrics and measures.

10. Escalates issues and recommendations to senior management for timely resolution when necessary.

11. Develops and maintains collaborative relationships with all business unit leaders, domestic and international.
12. Conducts original presentations on the status of IT programs to internal teams, management and others, as required.

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

Education/Experience: Bachelor’s degree in information technology, with an emphasis in IT service delivery or customer support, requirement gathering 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 leading, managing, supervising, guiding, scheduling, and providing technical expertise in the completion of diverse IT projects, and related products and programs.  Demonstrated proficiency using  Primavera P3e, TeamPlay, and related project scheduling  tools, or equivalent.  Demonstrated proficiency achieving results through a structured process methodology experience using RUP, CMM, Macroscope, or equivalent tools and methodology.  Demonstrated knowledge of Oracle, J2EE, .Net, C/C+, SQL, Unix, Windows, distributed applications, web development, SOA, XML, Microsoft Office, or equivalent development technologies, languages and tools.  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 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 Project Manager Professional certification (PMP) 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: Business Acumen (5), Planning (47), Organizing (39), Building Effective Teams (60), Managing Vision and Purpose(65), Comfort Around Higher Management (8), Drive for Results (53), Process Management (52), Conflict Management (12), Command Skills (9)
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