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Job Description

Job Title:
International Trip Planner, Associate 
Job Code:
DN2002
Job Grade:
B
SJC Code:
ABPYNB

Reports to:  
Supervisor/Manager 
EEO-1/Job Family:
Technician
Supervises:
None
Created/Revised:
March 1, 2006
Ed/Exp:
BA/1
Travel:
<20%
Lic/Cert:
Desired
Environment:
General Office


Objective: To plan entry-level customer itineraries for international flights with knowledge of and compliance to customer requirements, diplomatic requirements, airport restrictions, civil and governmental aviation authorities, fuel availability, range of aircraft, and political situations.

Essential Functions: 
1. Learns to plan basic, entry-level customer itineraries for international flights with knowledge of and compliance to customer requirements, diplomatic requirements, airport restrictions, civil and governmental aviation authorities, fuel availability, range of aircraft, and political situations.
2. Provides new and existing customers with information on trip planning services, as required or requested.
3. Interacts with customers in compliance to established standards for quality and service delivery.

4. Acts to build and maintain relationships with customers.

5. Researches data on non-published airports, as requested or required.

6. Acts to generate new business and provide continued support to current ITP customers, as directed.
7. Produces monthly reports and other scheduled feedback, as requested or required.
8. Initiates and maintains flight folders for operational trips.

9. Posts itineraries, and requests all applicable diplomatic clearances, ground handling, fuel, hotels, and other services as required or requested.
10. Receives training, and acquires and maintains a full-performance level proficiency using the designated Trip Planning System.

11. Writes, test and validates the accuracy of flight plans for ITP customers, and submits completed plans to Operations for transmission, as directed.
12. Validates compliance to QA processes for designated ITP activities, as requested or required.

13. Validates the documentation and communication of customer requirements.

14. Validates compliance to customer service standards, quality standards, and budget.  

15. Builds and maintains positive relationships and feedback with ITP customers, vendors, ground handlers, and other diverse airport-based service personnel. 
16. Acquires a state-of-the-art knowledge of best practices in international trip planning.

17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. Maintains the accuracy, integrity, security, and confidentially of all data.
30. 
31. 
32. Performs other related duties, including special projects, as requested or required. 

33. 
Education/Experience: Bachelor’s degree in business administration, aviation, marketing, customer service, sales, product management, or related field, or the equivalent combination of related training, proficiency and experience, preferably within the aviation industry.  A Master’s degree in business administration is preferred.   One (1) or more years of related experience planning customer itineraries for international flights with knowledge of and compliance to diverse requirements, or the equivalent and validated proficiencies. 

Skills, Knowledge & Abilities: Demonstrated proficiency planning customer itineraries for international flights with knowledge of and compliance to customer requirements, diplomatic requirements, airport restrictions, civil and governmental aviation authorities, fuel availability, range of aircraft, and political situations.  Demonstrated proficiency with designated phases of international trip planning, including customer service, vendor relations, ground handling, product sales, and service.  Demonstrated knowledge of the airway structure and approved routes for corporate and private aircraft at an assigned ITP location.
Demonstrated knowledge of JetPlan and TPS3, and proficiency reading and communicating Jeppesen airway charts, or equivalent, is desired.  Demonstrated knowledge of ground handling procedures and companies at an assigned ITP location.  Demonstrated proficiency conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.  Demonstrated proficiency with all components of Microsoft Office.  

Licensure/Certification: A valid and current U.S. Passport may be required.  Demonstrated oral and written proficiency and fluency in English and in the native language of the assigned ITP location is required.  A commercial or private pilot’s license, with instrument rating; air traffic controller; and dispatcher, or equivalent licensure/certification, is desired.  

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, completion of core management development requirements, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Essential functions may require frequent domestic and international travel.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.







All content is Copyright © 2006 Jeppesen All rights reserved. No part of this document may be released, used, reproduced or distributed in any manner whatsoever without prior written permission from the copyright holder.

