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JOB DESCRIPTION

	Job Title:  OpsData Production Supervisor
	Evaluation Date:  1/00

	Department:  Aviation Documentation Services 
	Status:  Exempt

	
	Job Code: JE5245

	Summary:

Provide leadership, supervision, technical support, and direction to OpsData production team. Develop production plans and schedules to meet customer deadlines and project requirements. Coordinate the daily activity surrounding customer orders, weekly revisions, aeronautical source evaluation, procedure design, and obstacle analysis.

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

· Responsible for staffing needs, employee appraisals, and HR related issues.

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

· Outlines priorities and assigns tasks and timelines to meet project requirements.

· Troubleshoot performance program problems and coordinate with OpsData Development for resolution.

· 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.

· Develop and implement continuous process improvements.



	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 OpsData Production

Supervise:  OpsData Production Personnel

Relationships: OpsData Production, OpsData Development, Sales, OpsData Product Manager, ADS, CAS and both domestic and international customers.

	Required Knowledge/Skills/Abilities:
· Thorough knowledge of OpsData production processes, airport analysis methodologies, and worldwide aeronautical source documents.

· Interpersonal skills to assess and understand customer needs and develop customer rapport.

· Knowledge of airport layout and characteristics.

· Basic understanding of aircraft performance and items such as flap settings and bleed configurations.

· Knowledge of worldwide regulatory requirements for one-engine inoperative takeoff performance and obstacle accountability.

· Ability to effectively supervise the activities of others.

· Ability to plan, coordinate and schedule work flow.

· Ability to establish and maintain effective working relationships.

· 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. 

· Six years related experience in OpsData including one year giving work direction or reviewing the work of others or the equivalent combination of training and experience.

· Commercial Pilot license, licensed dispatcher certificate and/or second language skills are a plus.

	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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