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JOB DESCRIPTION




	Job Title: Sourcing Program Administrator
	Job Code:  JE1281

	Department: Sourcing Programs & SW Quality Management
	Date Created:  March 2004

	Grade:  B2
	Revision Date: 

	Summary: 

Ensures that all proposed and active projects are identified and follow the documented procedures for sourcing, reuse, and software asset management.

	Principal Responsibilities:

· Creates templates for sourcing, reuse and software asset management artifacts required by the sourcing process.

· Ensures that all proposed projects follow the documented procedure and decision criteria for project sourcing, software re-use, software asset management, and make verses buy decisions.

· Initiates and tracks Statements of Work (SOW), Requests for Proposal (RFP), Requests for Information (RFI) and their amendments.  

· Reviews the approved IT vendor list and conducts an RFP process annually.

· Determines which approved IT consulting firms will be used to fill internal requests.

· Tracks data regarding IT consultants at Jeppesen and its subsidiaries.

· Tracks the status of the portfolio of sourcing projects at Jeppesen and its subsidiaries.

· Performs other duties as required.

	Reports to:  Manager, Sourcing Programs and SW Quality Management

	Supervisor Responsibilities: None

	Education/Experience Requirements:

· Bachelor’s degree in Business, Computer Science or related field or the equivalent combination of education and experience.

· Minimum of five (5) years project management experience working on technical projects.



	Competencies: 
(39) Organizing, (33) Listening, (3) Approachability, (29) Integrity and Trust, (67) Written Communication, (47) Planning,  (27) Informing, (42) Peer Relationships, (46) Perspective, (12) Conflict Management

	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A 


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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