

JOB DESCRIPTION




	Job Title:   Manager, HR Services
	Job Code:  JE6051 

	Department:  Human Resources
	FLSA Status:  Exempt

	Grade:  
	Date:  January, 2003

	Summary:  Manages compensation, benefits, training and HRIS to support Jeppesen’s domestic and international business units.

	Principal Responsibilities 

1. Manages compensation services, which include job evaluation, incentive compensation design, administration of incentive programs, recommendation and coordination of annual salary planning, participation in annual salary surveys, and coordination with Boeing’s compensation planning  area.

2. Manages benefits which includes health and welfare, pension, 401(k), worker’s compensation, and any “heritage” issues as they arise for current employees or retirees.

3. Manages HRIS services and directs the quality of data within the database.

4. Provides support for external and internal training programs for all Jeppesen domestic locations. 

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



	Reporting Structure To:   Director, Human Resources
Supervise:  Compensation Analyst, HRIS Coordinator, Training Coordinator
Relationships:  All Jeppesen employees and management.   Will interface with Managers at Boeing that relate to benefits, compensation and training.   Outside vendors that work with benefits, compensation and HRIS data.



	Required Knowledge/Skills/Abilities
Demonstrated proficiency managing multiple project/tasks concurrently.  Demonstrated thorough knowledge of health & welfare, defined benefit and defined contribution programs.  Demonstrated thorough knowledge of HRIS systems, especially ADP and/or PeopleSoft.  Demonstrated thorough knowledge of worker’s compensation.  Demonstrated thorough knowledge of compensation, job analysis techniques, basic compensation and design fundamentals.  Demonstrated proficiency working with and building effective teams, and delivering superior customer service.  Demonstrated proficiency managing employee training programs.

	Education/Experience Requirements

Bachelor’s degree in Human Resources Management or related field.  Five (5) years experience managing benefits, compensation or HRIS.

	Physical Dimensions/Travel

Environment:  Must be able to sit a computer for long periods of time.

Travel:  Some travel to other US locations.  Must be able to travel.


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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