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JOB DESCRIPTION
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	Job Title: Mgr, AvDocs
	Job Code:  JE1030

	Department: AvDOCS – Aviation Documentation Services
	Date Created:  

	Grade:  M4
	Revision Date: 

	Summary: 

Provides leadership, technical advice, and direction to all assigned production personnel.  

	Principal Responsibilities:

·    Provides work direction, coordination, and leadership to the supervisor(s) to meet production and performance objectives.
·   Guides supervisor(s) in the planning, organizing, coordination, and implementation of the production and quality control functions for the AvDOCS organization. 

·    Ensures processes and quality measures are consistent globally.
·    Establishes, maintains, and enforces production and quality control standards and procedures to ensure quality products are delivered to the customer.

·    Provides final approval to migrate any project or program into the production environment.

·    Monitors and follows-up with supervisor(s) on all customers projects and ensures on-time delivery to the customers.

·    Coordinates with internal and external groups to develop production plans and schedules.  Identifies potential problems, provides and implements solutions, and verifies implementation to ensure product and service quality

·    Works closely with the business units to ensure customer requirements are understood and followed. 

·    Assists in the development and implementation of production acceptance testing criteria for all new processes/methods/techniques to be implemented into production.  Ensures processes meet acceptance criteria.

·       Pro-Actively analyze, evaluate, and refine existing production processes, workflows and procedures internally and externally to AvDOCS and assist in the implementation of improvements to increase efficiency while maintaining product quality.

·    Achieves and maintains quality certifications (i.e. ISO) for assigned areas and ensures daily activities meet or exceed industry quality standards; adequately manages corrective and preventive actions for quality discrepancies. 
·    Develop the group through the fulfillment of staffing needs, evaluation and management of performance, coaching, and facilitation of effective training. Develop and motivate staff members so they can move into positions of broader responsibility.
·    Prepares departmental annual budgets and monitors monthly costs to ensure budget targets are met.
· Prepare annual performance reviews and salary evaluations.

	Reports to:  Director, Aviation Data Development, BA/GA

	Supervisor Responsibilities: (Exempt or Non-Exempt Employees or None)

	Education/Experience Requirements:
· Bachelor’s degree in an aviation or publishing related discipline, or equivalent combination of education and work related experience. 

· Five to eight years experience with increasing responsibility in a related publishing or aviation environment, including some Supervisory or Lead experience.
· Demonstrated ability in managing multiple priorities.

	Competencies: 


	Travel: Less than 25%

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing/Hearing


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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