

JOB DESCRIPTION




	 Job Title:  Supv, NavData Systms&Prod
	Prepared On: March, 2003

	Department: NavData Production
	FLSA Status:  Exempt

	Grade:  J19
	Job Code:  JE5385

	Summary: 
This position will plan, organize and direct the daily activities of the NavData Production area.  The employee will review the production schedule and determine task assignments to ensure all NavData databases and reports are delivered on time each cycle.

 

	Principal Responsibilities 
· Direct the daily activities associated with the production area to ensure staff is focused on the task assignments and production requirements.  Will be responsible for evaluating, preparing and presenting individual performance evaluations.
· Review and evaluate production requirements/schedules against staff skills and assign tasks in a manner that ensures production schedules are met.
· Coordinate and prioritize the daily activities of the technical applications staff in support of directing the production operations.
· Ensure that all department personnel are actively following established procedures.  Review procedures with the staff and other departments to ensure all procedures are current for the processes being performed.  If not, then identify appropriate changes and work through the established process for updating the ISO procedures.
· Produce monthly reports illustrating performance measures for the specified production cycle.
· Coordinate closely with other departments to ensure production schedules are clearly defined prior to the beginning of each cycle.  Involve others and share information in a teaming environment.
· Must be able to interact effectively with customers who report problems with the service provided by NavData Production.
· Using information in Oracle and the NavData Card Tracking (NavCaT) system, evaluate inventory requirements to ensure sufficient stock is on hand to support production requirements.
· 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 (internal and external).
· Delivering media that supports the customer services on time with zero defects.
· Involving others and maintain a teaming environment that reflects initiative, reliability, consistency, accuracy, thoroughness and pride.
· Adhering to established ISO 9001 procedures.  This includes a regular review of these procedures with the team to ensure their accuracy and understanding by all team members.


	Reporting Structure 
To:  Manager, NavData Systems and Production

Supervise:  NavData Media Production Specialists, Systems Analyst and NavData System Application Analyst.

Relationships: External aviation customers, avionics manufactures, contractors and suppliers.  NavData Marketing, NavData Data Maintenance and the Enterprise Systems Group.


	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 coincide 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…)

· Must be familiar with, and support, ISO processes and the NavData Quality System.

· High School education or combination of training and experience.

· A minimum of two years of experience in a technical environment with at least one year of supervisory experience.



	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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