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Job Description

Job Title:
Director, Washington D.C. Office
Job Code:
JE7211
Job Grade:
M1
SJC Code:
TBD

Reports to:  
VP Quality, Standards, and Industry Relations
EEO-1/Job Family:
Officials/Managers
Supervises:
None
Created/Revised:
April 25, 2004

Ed/Exp:
BA/10 Years
Travel:
< 25%
Lic/Cert:
None
Environment:
General Office


Objective: To build key Capitol Hill contacts to influence future legislation and expand new business opportunities.  To act as a common point-of-contact for the consistent communication of Jeppesen’s interests to various academic, legislative, governmental, and professional trade organizations.  To coordinate Jeppesen’s legislative and new business interests with Boeing, as directed.
Essential Functions: 
1. Takes action to build key Capitol Hill contacts to influence future legislation and expand new business opportunities.

2. Communicates Jeppesen’s interests to various academic, legislative, governmental, and professional trade organizations in coordination with Boeing’s Washington, D.C. based offices. 

3. Coordinates with Boeing’s Legislative Affairs Office prior to meetings with Members of Congress and congressional staff.

4. Acts, as a registered lobbyist, to promote legislative agendas of importance to Jeppesen, and Boeing.  Builds key Capitol Hill contacts to influence future legislation and expand new business opportunities.  Takes action to influence the outcome of joint government and industry committees, or to manage revenue generating programs.  

5. Serves as a primary contact to designated governmental agencies: Federal Aviation Administration (FAA); National Oceanic and Atmospheric Administration (NOAA); National Geospatial-Intelligence Agency (NGA); and the Department of Homeland Security (DHS).  Takes action to resolve problems or issues involving aeronautical/nautical information; compliance with government policies, procedures, and protocols; and to respond to customer needs or requirements.

6. Builds relationships and participates in designated professional trade associations: General Aviation Manufacturers Association (GAMA), Aircraft Owners and Pilots Association, National Aeronautics Association (NAA), Air Traffic Control Association (ATCA), American Association of Airport Executives (AAAE), National Defense Industries Association (NDIA), and the Navigational Electronic Charts System Association (NECSA).

7. Participates in designated governmental and industry-based standardization and planning committees: RTCA, RTCM, the Aeronautical Charting Forum, Joint Development Program Office (JPDO) and other committees, as required or requested.

8. Gathers and analyzes information on U.S. government, professional trade organizations and related industry issues, programs, strategies and plans. Provides frequent feedback to management and affected field offices.

9. Works closely with all business units to discover and recommend potential business opportunities, acquisition candidates, joint ventures, alliances and partnerships.

10. Creates, develops and maintains effective internal and external working relationships to successfully respond to inquiries, questions, comments and orders for company wide products and services.

11. Keeps immediate management informed of legislation and evolving industry-based practices with a positive or negative impact on Jeppesen’s existing business or planned strategies to expand or create new business opportunities.
12. Develops and maintains collaborative relationships with all business unit leaders, domestic and international.

13. Conducts original presentations on legislative processes and procedures to internal teams, management and others, as required.

14. Perform other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in business management, public affairs, or marketing, with an emphasis in governmental relations involving a large, complex, and diverse global organization, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Ten (10) or more years of related aviation and marine industry experience, or the equivalent and validated proficiencies, which includes seven (7) years of experience managing a staff.
Skills, Knowledge & Abilities: Demonstrated proficiency building key Capitol Hill contacts to influence future legislation and expand new business opportunities.  Demonstrated thorough knowledge of aviation and marine source data required to support company products and services.  Demonstrated thorough knowledge of Jeppesen’s products, services, and operations, including a demonstrated technical proficiency with aviation and marine charts, IT, database specifications, and procedures.  Demonstrated thorough knowledge of the U.S. government Interagency Aeronautical Charting Committee (IACC), including related specifications, procedures, products, services and plans.  Demonstrated thorough knowledge of the United States Congress and legislative process.  Demonstrated thorough working knowledge of the FAA, NOAA and NGA organizations, including related regulations, and key position hierarchy and management processes.  Demonstrated knowledge of the activities, services, and publications of the International Civil Aviation Organization (ICAO).  Demonstrated proficiency resolving aviation and marine source data problems and charting discrepancies.  Demonstrated executive level accountability and success managing a diverse budget.  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: Must be a Registered Lobbyist.  Private pilot’s license with a commercial instrument rating is required, preferably with more than 1,000 flight hours.  A marine navigation credential for sail, power boat, or ocean vessel 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.
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