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JOB DESCRIPTION

	Job Title:  Director, Human Resources & Organizational Development
	Job Code:  JE7600

	Department:  Human Resources & Organizational Development
	Status:  Exempt

	Grade:    M1
	Evaluation Date:  April 2005

	Summary

Directs the formulation, development and implementation of effective human resource strategies consistent with the business and competitive strategy for Jeppesen’s global organization. The Vice President is responsible for providing consultative and project-oriented support, planning, and problem solving to the HR team and senior management, and ensuring company compliance with international, U.S. and state mandates. 



	Principal Responsibilities

1. Directs effective human resource strategies consistent with the business and competitive strategy for Jeppesen’s global organization.  Ensure synergies of operations where possible within the HR arena world-wide when implementing HR programs.

2. Identifies aspects of the external and internal environments that will have a significant human resources impact on business.

3. Provides consultative and project-oriented support, planning, and problem solving to the HR team and management in HR benefits, planning, organizational design and development, employment law, employee relations, performance management, selection, placement, and compensation.

4. Works with legal counsel to ensure effective development and compliance to corporate policies and procedures, and protect the reputation of the company through compliance with federal and states mandates (e.g. EEO/AAP, FLSA, ADA, FMLA, etc.).
5. Manages and develops an effective and efficient staff, both domestic and international.
6. Performs other related duties, including special projects, as requested or required.



	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes: delivering a service that meets the needs of the customers; involving others and sharing information in a team environment; and ensuring work reflects initiative, reliability, consistency, accuracy, thoroughness, pride in workmanship.



	Reporting Structure

To:  President & COO

Supervises:  HR Services Manager, Employee Relations & Staffing Services Manager, OD & Training Manager, Global & Domestic HR Managers in other Jeppesen locations.

Relationships:  Jeppesen Senior Leadership, Boeing HR management, Boeing  Management,  Jeppesen Legal staff, Jeppesen managers and supervisors.   Outside vendors.



	Required Knowledge/Skills/Abilities
Strong management  expertise in Human Resources with specific emphasis on employee relations, compensation systems, recognition awards, organizational design and development, job analysis and design, employment law, compliance programs,  performance management systems, and policies and procedures.  Understanding of benefit plans, training, immigration, employee recruiting, retention, promotion and selection.  Exceptional communication and interpersonal leadership skills.

Demonstrated business acumen, conflict management, motivation and planning skills.

	Education/Experience Requirements

BA/BS required; with a Master’s degree in HR desired.  Ten (10) years of varied and progressive HR experience, which includes seven years experience in a senior HR management level position.  Experience in working with international operations is desirable.


	Physical Dimensions

Physical Requirements:  Must be able to travel both domestically and internationally.  (10% to 25% of job).

Environment:  Standard Office Environment


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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