[image: image2.wmf]
JOB DESCRIPTION

[image: image1.wmf]

JOB DESCRIPTION

	Job Title:  OpsData Billing Analyst
	Evaluation Date:  9/98

	Department:  OpsData
	Status:  Non-Exempt

	Grade: SG14
	Job Code: JN1422

	Summary
To oversee the monthly billing activity for the OpsData department. This includes the billing of orders and updates as well as monthly surveillance fees. Billing activity is coordinated with the Los Gatos office for the generation of customer invoices. Activities also include the processing and/or maintenance of customer credits, surveillance list changes, customer contact information, and the timely reporting of monthly revenue totals to management. Researches and responds to customer billing questions. 

	Principal Responsibilities
· Creates and edits customer billings per a fee schedule and coordinates exceptions with Supervisor or Product Manager.
· Issues shipping order statements to customers and forwards electronic billing file to Los Gatos for processing.
· Maintains customer surveillance database and issues monthly surveillance billing statements.
· Prepares and distributes weekly airport analysis update transmittals.
· Researches and responds to customer inquiries concerning billing, surveillance, and the shipping of analysis data.
· Establishes and maintains customer contact information for billing and production use.
· Provide coordination between OpsData and Credit department to verify customer billing information and account status.
· Compiles monthly revenue report and forwards to management for review.

	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, pride in workmanship.


	Reporting Structure

To:  Supervisor, OpsData
Supervise:  N/A
Relationships:  OpsData Development, OpsData Customer Service, OpsData Production , Customers


	Required Knowledge/Skills/Abilities
· Demonstrated proficiency using Windows based computing applications.

· Ability to follow written, oral, and graphic instructions.

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

· Strong problem-solving skills to meet customer needs.

· Ability to work effectively in a team environment.


	Education/Experience Requirements

· Previous experience using Windows based computing applications.

· Two years of progressively responsible customer service and/or billing experience.
· Previous experience using Lotus Approach database software.
· Private pilot ground school (will be provided if necessary), or the equivalent combination of training or experience.
· Aviation related college degree desirable

	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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