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Job Description

Job Title:
Asset Administrator
Job Code:
JE1207
Job Grade:
J16
SJC Code:
TBD

Reports to:  
Manager, Operations 
EEO-1/Job Family:
Clerical
Supervises:
Staff 
Created/Revised:
March 8, 2005
Ed/Exp:
HS/5
Travel:
<25%
Lic/Cert:
None
Environment:
General Office


Objective:  To inventory IT software, hardware and peripherals in compliance with approved processes and procedures.  To plan, monitor, and record software and hardware licenses and validate compliance to vendor contracts.  To monitor and validate quality control for designated software, hardware and peripherals throughout the product lifecycle. To maintain the accuracy, integrity, security, and confidentiality of all data.
Essential Functions: 
1. Inventories IT software, hardware and peripherals in compliance with approved processes and procedures.
2. Tracks and maintains copies of software licenses, warranties, maintenance agreements, and vendor contracts.

3. Acts in compliance with supplier and outsourcer guidelines, obligations, and service level agreements.

4. Compares licenses, warranties, maintenance agreements, and vendor contracts against audits to ensure company’s legal compliance and asset upkeep, upgrades, repair, and replacement.

5. Maintains a current inventory of all software and hardware serial numbers or identification tags.

6. Monitors and audits inventories, and researches the use of all IT assets to validate accuracy of use, unauthorized modifications, physical location, and incidences of support.

7. Establishes policies and procedures to track the distribution and receipt of mobile assets, including laptops, PDAs, and other devices.
8. Reconciles inventory variances, and recommends changes in processes to improve inventory accuracy.

9. Investigates open receipts within designated purchasing modules.
10. Recommends strategies to auction, recycle, or sell obsolete assets.

11. Communicates asset management strategies to team members and stakeholders.

12. Maintains a state-of-the-art knowledge of best practices in materials management and inventory administration, and recommends and implements enhancements, as approved.

13. Maintains the accuracy, integrity, security, and confidentially of all data.
14. Maintains contacts and communications with senior management and staff on all levels.

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

Education/Experience: Graduation from High School or equivalent, with an emphasis in records administration or materials management, or the equivalent combination of related training, proficiency and experience.  Five (5) or more years of related experience.
Knowledge, Skills and Abilities: Demonstrated proficiency in records administration or materials management, with an emphasis on maintaining a large, complex database.  Demonstrated knowledge of benchmark practices for the purchase, receipt, billing and invoicing, distribution, and inventory of materials, equipment, products, services, and supplies.  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.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.  
Licensure/Certification: None.

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, 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.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (24)Functional/Technical Skills, (42)Peer Relationships, (1)Action Oriented, (31)Interpersonal Savvy, (51)Problem Solving, (17)Decision Quality, (37)Negotiating, (15)Customer Focus, (67)Written Communications (49)Presentation Skills
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