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JOB DESCRIPTION




	Job Title: Tailored Ops Data Billing Analyst
	Job Code:  JN0018

	Department: Commercial Aviation Service
	Date Created:  May 23, 2004

	Grade:  J16
	Revision Date:

	Summary:  To oversee the monthly billing activity for the OpsData department. To generate billing orders, updates, and monthly surveillance fees. To coordinate billing activity, invoices, processing and maintenance of customer credits, surveillance list changes, customer contact information, and the timely reporting of monthly revenue totals with the San Jose office and management. To research and responds to customer billing questions.

	Essential Functions: 
1. Creates and edits customer billings as per fee schedule and coordinates exceptions with Supervisor or Manager of CAS.

2. Issues shipping order statements to customers and forwards electronic billing file to San Jose and NI for processing.

3. Maintains customer surveillance database and issues monthly surveillance billing statements.

4. Prepares and distributes weekly airport analysis update transmittals.

5. Researches and responds to customer inquiries concerning billing, surveillance, and the shipping of analysis data utilizing Oracle, Milo and Lotus Approach.
6. Processes billing or fee schedule changes in conjunction with Product Managers, as required.

7. Establishes and maintains customer contact information for billing and production use.

8. Provides coordination between OpsData and Credit department to verify customer billing information and account status for existing accounts and new account set ups.

9. Compiles monthly revenue report and forwards to management for review.
10. Coordinates with the Product Manager regarding billing or fee schedule changes.

11. Performs other related duties, including special projects, as requested or required.

	Supervisor Responsibilities: None

	Education/Experience Requirements:
Associate Art’s degree in business, marketing, accounting, customer service, or related discipline with an emphasis in aviation products, services and technologies, or the equivalent combination of related training, proficiency and experience.  Two (2) or more years of related experience with U.S. domestic aviation products, services and technologies for commercial and governmental markets, or the equivalent in validated experience.  Demonstrated proficiency conducting international marketing analysis in the aviation industry is desired.

Knowledge, Skills & Abilities: Demonstrated proficiency resolving billing and customer service problems.  Demonstrated experience 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 business development teams, executive management, and external clients.  Demonstrated knowledge of and experience accurately communicating billing activity, and related policies and procedures.  Demonstrated experience conducting conflict resolution, including persuading and negotiating with others in compliance with billing policies and procedures.  Demonstrated knowledge of Jeppesen’s products and services, or equivalent.  Demonstrated proficiency with Microsoft Office, Lotus Approach, Oracle and RCS.  Demonstrated working knowledge of Tailored & Ops Data billing or equivalent proficiency.  Demonstrated experience working effectively in a team environment with peers, management, product managers, and other business units.


	Competencies: (15) Customer Focused, (62) Time Management, (50) Priority Setting, (16) Timely Decision Making, (2) Dealing with Ambiguity, (41) Patience, (33) Listening, (17) Decision Quality, 

(54) Self-Development, (42) Peer Relationships.

	Travel: 0-10%

	Environment: Standard Office

	Physical Requirements: Standing, Sitting, Repetitive Motion and Lifting


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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