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4000DP

	Job Title: Database Entry Administrator
	Date:   05/20/04

	Department: (name)
	FLSA Status: (HR will complete)

	Grade:  (HR will complete)
	Job Code: (HR will complete)

	Summary: 

This position is responsible for…

Work is performed under general supervision and is reviewed by


	Principal Responsibilities 

Acts as a direct interface to service providers (Ground Handlers, Airports, Government Agencies, Hotels) when required for the purposes of obtaining information about services and facilities worldwide, in both written and verbal communications.


 Interprets data received from outside sources; loads and tests data to be online for internal and external usergroups.


Maintains standards within data pertaining to organization, format, and content which will provide a universal presentation of the data to all users.


Coordinates data management with TPS3 Development Team regarding system operation and future data storage and presentation requirements.


Coordinates data management with Ground Handling Team and Customer Service Team.


Responds to requests for new information or changes to existing information from internal users in all local and remote ITPS offices in a timely fashion.


May prepare a variety of reports related to location and trip activity


Communicates with supervisors of all ITPS offices on any collected data that may be of immediate interest


Performs other duties as assigned.  Examples do not cover all the duties that may be performed.



	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 and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.

	Reporting Structure (Titles only)

To:  
Supervise:  

Relationships: (Regular, on-going work related interaction outside of the immediate work unit.)



	Required Knowledge/Skills/Abilities

Working knowledge of Trip Planning System (TPS) and procedures


Working knowledge of aviation terminology, abbreviations, and geography


Ability to use a PC and peripheral equipment (e.g. Fax, Printer)



Good organizational and project management skills


Ability to communicate effectively, both orally and in writing


Ability to establish and maintain effective internal and external working relationships


Ability to plan, organize, and carry out assignments with attention to detail

	Education/Experience Requirements

Education and experience needed to perform the task.

	Physical Dimensions

Physical Requirements: Sitting, kneeling, climbing, stooping, lifting (number of pounds) time required to stand or walk.  Start statements with "Ability to…"

Travel Requirements:  % of time traveling

Environment:  Standard office, outside work, loud noise


	


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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