

JOB DESCRIPTION




	Job Title:  Planner, Assoc. 
	Evaluation Date: April 2003

	Department: Operations Research and Planning 
	FLSA Status:  Non-Exempt

	Grade:  J16
	Job Code:  JN1006

	Summary: (General Purpose and main characteristics of the job; one to two sentences)
Maintain and enhance electronic database and spreadsheet tools to support the Jeppesen Flight Information planning process.  Work with Operations Research Analysts, Industrial Engineers, Planners, Buyers and Production Managers to maintain, test and enhance tools to improve the overall planning process.


	Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)
· Ensures and maintain data availability and integrity in Excel spreadsheets and Access databases.
· Edit and manipulate data files, verifies accuracy and prepares documents/documentation for distribution to management.
· Maintain catalog of electronic tools (databases, spreadsheets, macros, etc) within the Flight Information Operations group.

· Provides assistance, guidance and support to internal customers.
· Assist in the long range planning process for Charting, Training Systems and NavData product lines.
· Performs 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:

· Testing all tools to ensure accuracy.
· Ensure comprehensive performance and integration of tools.
· Maintain tool version control.
· Administer tool inventory.

	Reporting Structure (Titles only)
To:  Manager, Planning and Purchasing

Supervise:  None
Relationships: (Regular, on-going work related interaction outside of the immediate work unit) Or Analysts, Industrial Engineers, Production Managers, Planners, Buyers


	Required Knowledge/Skills/Abilities
· Basic knowledge of database and database tool development.

· Very proficient computer skills including macro development and use, visual basic, and PC database, spreadsheets and programming languages.  MS Office and Oracle experience preferred.

· General knowledge in mathematical methods to perform data analysis.

· Basic knowledge of statistical analysis methods helpful.

· Strong communication and writing skills required.  Documentation maintenance required.

· Proactive, self motivated and organized.

	Education/Experience Requirements:
· Bachelor’s degree in engineering or business management, specializing in inventory and business management, or the equivalent combination of education and work related experience desired.

· Minimum of two (2) years of Oracle experience required.

· Minimum of one (1) year experience dealing with customers via telephone.



	Physical Dimensions

Environment:  Standard office


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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