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JOB DESCRIPTION
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	 Job Title:  Supervisor, Document Control/Notams
	Prepared On: March, 2003

	Department: Document Control / Electronic NOTAMs
	FLSA Status:  Exempt

	Grade:  J20
	Job Code:  JE5141

	Summary: 
This position will plan, organize and direct the daily activities of employees in the assigned area of Document Control and the 24 x 7 NOTAMs Service.  This position requires a high degree of knowledge of aviation source data and departmental interfaces, as well as strong skills in schedule management and quality assurance.

 

	Principal Responsibilities 
·  Directs the daily activities associated with incoming source documents and NOTAMs activity.
·  Coordinates closely with other departments to ensure source and NOTAMs are delivered in a timely manner.  Involves others and shares information in a teaming environment. 
· Revises work schedules (employees and self) as required to meet production deadlines.
· Ensure that all department personnel are actively following established workflow procedures.  Reviews workflow procedures with the staff and other departments to ensure all procedures are current for the processes being performed. 
· Actively promotes and supports ongoing enhancements to production databases to streamline workflow processes and automate data capture.
· Monitors correspondence and queries for appropriate content.
· Is responsible for mentoring employees on career growth and monitoring their progress toward specified goals. 
· Councils employees regarding company policies, rules and regulations.
· Evaluates employee performance, writes performance appraisals, recommends salary adjustments and/or disciplinary action.
· Delegates senior members of staff to attend meetings and provide support for subordinate staff members.
· Must be able to interact and communicate effectively with both internal and external customers as required.
· Other duties as 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.
· Ensuring departmental and company-wide quality standards are met or exceeded.
· Maintaining work behaviors that reflects initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship. 

	Reporting Structure 

To:  Manager, ADS

Supervise:  Document Control Analysts, NOTAMs Analysts

Relationships: External AIS offices, FAA, NIMA, U.S. NOTAMs office, various airlines and corporate customers, internal and external aviation data users (Terminal, Enroute, Marketing etc.), Frankfurt Document Control, FIAD, Office of Safety.

	Required Knowledge/Skills/Abilities

· Excellent organizational, communication skills (verbal and written), and interpersonal skills.
· Ability to evaluate skills of production staff and assign production tasks that closely coincides with those skills.

· Ability to effectively deal with difficult situations and personalities to ensure that these conflicts do not impact the overall productivity or performance of the entire group.

· Good understanding of computers and general office desktop applications (Windows, MS Office, etc…)

· Substantial knowledge and understanding of aviation data as it impacts all facets of the aviation industry.

Education/Experience Requirements

· College degree in aviation-related field or a combination of training and experience. 

· Experience in FID and one year of experience overseeing the work of others in FID desired. 

· Pilot certificate with instrument rating preferred.

	Physical Dimensions

· General 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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