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JOB DESCRIPTION

Job Title:  Data Processing Supervisor
Prepared On:  9/00

Department:  AvDOCS – Aviation Documentation Services 
FLSA Status:  Exempt

Grade:  J20 
Job Code:  JE0021

Summary:

Provide leadership, supervision, technical advice, and direction to all assigned production personnel.  Develop production plans and schedules utilizing available resources.  Must have thorough knowledge of SGML concepts, terminology, and production processes, as well as a variety of technical publications and authoring tools and techniques.



Principal Responsibilities:
· Monitor and follow-up on all customer projects and ensure on-time delivery.

· Work with the Data Information Group to develop production plans and schedules; identify potential problems, provide and implement solutions, and verify implementation to ensure product and service quality, as well as on time delivery.

· Provide technical assistance to Data Processing personnel, and develop and implement training programs to enhance knowledge of staff.

· Analyze and correct SGML tagging errors.

· Trouble-shoot conversion filter problems, and coordinate with Production Support for resolution.

· Develop and implement production acceptance testing criteria for all new processes/methods/techniques to be implemented into production.  Ensure processes meet acceptance criteria.

· Provide work direction, coordination, and leadership to team members to meet production and performance objectives.
· Develop the team through the fulfillment of staffing needs, evaluation and management of performance, coaching, and facilitation of effective training.



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.
An individual’s work reflects initiative, reliability, consistency, accuracy, thoroughness, and pride in workmanship.


Reporting Structure:

To:  Manager - AvDOCS Production

Supervise:  AvDOCS Production Personnel

Relationships:  All AvDOCS departmental personnel, Sales & Marketing personnel, and customers.



Required Knowledge/Skills/Abilities:
· In-depth knowledge of computer publishing processes and aviation industry related standards.

· Demonstrated troubleshooting techniques

· Knowledge of data publishing software/hardware tools.

· Knowledge of data structures and computer environment used in the JMIS process.

· Proficiency in working with Windows (’95, ’98, 2000 and NT), UNIX operating system.

· General knowledge of Stylesheets, QRX’s, conversion programs (OmniMark, Perl), Fleetbook maintenance.

· Knowledge of SGML concepts and terminology, and the production processes.

· General knowledge of graphic conversion programs.

· Ability to effectively build and maintain work teams.

· Demonstrated program/project management skills.

· Demonstrated effective interpersonal, written, and oral communication skills.

Education/Experience Requirements:

· Bachelor’s degree in a related discipline, or equivalent combination of education and work related experience. 

· Three years experience in a related SGML publishing or aircraft maintenance environment, including some Supervisory or Lead experience.



Physical Dimensions:

Physical Requirements:  N/A
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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