

JOB DESCRIPTION




	Job Title: Supervisor, Ops Services
	Job Code:  JE1636

	Department: Commercial Aviation
	Date Created:  June 2003

	Grade:   M5
	Revision Date:  January 2004

	Summary: 

Ensures appropriate coordination of account management for airline customers contracted with Jeppesen flight planning software and Ops services in the area of project/implementation and service.

	Principal Responsibilities:

· Plans and directs the activities of the CAS Flight Planning and Ops Services Account Executives in the Western Hemisphere.
· Provides world class customer service and product support.
· Implements and coordinates processes and procedures that will enhance the level of customer service within Ops Services and supporting organizations.
· Coordinates account executive functions for all new customer sales and implementations.
· Plans and coordinates customer visits.

· Coordinates customer system upgrades, projects, and support documentation.
· Oversees required customer support by the appropriate departments within Jeppesen.
· Maintains strong relationships with customers to identify needs and concerns and provides feedback to appropriate individuals.

· Communicates market knowledge and customer requirements to Product Management.
· Resolves technical, budgetary and operational issues.
· Performs other duties as required.



	Reports to:  Manager, Commercial Aviation Services

	Supervisor Responsibilities: Exempt 

	Education/Experience Requirements:
· Bachelors degree in Computer Science, Aeronautical Science, or other technical related or a combination of education and experience.
· Minimum of five (5) years airline flight operations experience.
· Minimum of three (3) years of customer support experience.
· Minimum of two (2) years technical knowledge working with flight operations software.
· Minimum of two (2) years supervisory or lead experience.

· Knowledge of project management and scheduling is desired.
· Technical certifications and training are desired.
· Dispatcher/pilot certifications are highly desirable.


	Competencies: 


	Travel: 15% - 50%

	Environment: Office

	Physical Requirements: Sitting, 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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