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JOB DESCRIPTION
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	Job Title: Aviation Publication Specialist II
	Prepared On:  11/01

	Department: AvDOCS – Aviation Documentation Services
	FLSA Status:  Non-Exempt

	Grade:  J17
	Job Code: JN1261

	Summary: 

This position is responsible for analyzing new flight information source material and determining its affect on Jeppesen publications, and tailored publications and resolve questions/issues with the data.  Prepare documents for conversion to SGML using SGML editing tools.  Run and contribute to the development of PC based conversion applications.  Thorough knowledge of SGML or XML concepts and terminology, proofreading skills, some programming and/or SGML or XML analysis and tagging, and a high level of proficiency with general computer operations are essential.  Ensure the quality control for all programs.  Plan, organize, monitor, and coordinate quality control functions required for complete, accurate implementation in the production environment.  Assist in the development of work instructions, checklists and training materials.  Assist in training Document Production personnel to function as a self-reliant team member.  Work is performed under direct supervision.

	Principal Responsibilities:

· Analyzes incoming source material, such as Aviation Information Publications, (AIP), National Flight Data Digest (NFDD), and customer-supplied source to determine their affect on Jeppesen and tailored products and services.
· Initiates chart processing and annotates source information for revision of products and services.

· Compares flight information source material to Jeppesen publications and identify changes.

· Compiles changes to Jeppesen textual publications, tailored text pages and Ops Data publishing according to source or customer supplied manuscript.

· Formats operations and/or procedure manuals based on departmental guidelines or guidelines supplied by the customer.

· Maintains records of specific source information.

· Resolves problems and questions concerning source information through contact with the appropriate Jeppesen airline representative or aviation authority by appropriate communication methods such as phone, letter, email, and telefax. 

· Indicates source changes to automated systems such as Revision Control System (RCS).

· Edit and create files with tools, including Adobe Products (FrameMaker+SGML and Illustrator), WordPerfect, Corel Draw and PaintShop Pro to correct data files.

· Perform quality checks on fellow team member’s work and provide feedback accordingly.

· Analyze, test, adjust and perform new and existing processes and procedures.  Provide feedback and recommendations for improvement.

· Provide technical assistance to Document Production personnel, and assist in the development and implementation of the Production groups training programs to enhance knowledge of staff.

· Provide training for new or less experienced Document Production personnel.

· Provide input and assist with review and approval of process and procedural changes as part of an overall change approval board.

· Keys in complex coding for font sizes, page formatting instructions, text and graphic boxes, lines, headers and footers for Jeppesen published materials.
· 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:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.

An individual’s work reflects initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.

	Reporting Structure:

To:  Manager/Supervisor - Production

Supervise:  N/A
Relationships:  RCS, Airline Services, Ops Data, Imaging & Printing, P.O.D. and all AvDOCS departmental personnel

	Required Knowledge/Skills/Abilities:
· Considerable knowledge of the application of flight information to Jeppesen products and services.
· Knowledge of Jeppesen Flight Information Operations.

· Knowledge of Jeppesen textual charting specifications and their application.

· Ability to understand and assist in technical implementation of electronic publishing.

· Ability to understand flight information source materials.

· Ability to apply customer required specifications.

· Strong knowledge of SGML, HTML and/or XML.

· Strong knowledge of typesetting, page layout, and graphic design.

· Knowledge of critical information and document handling techniques and procedures.

· Ability to effectively use the appropriate tools and equipment in the AvDOCS production area.

· Ability to make decisions regarding quality and resolve SGML parsing errors.

· Ability to analyze data and processing problems and recommend appropriate changes.

· Thorough knowledge of Windows (’95, ’98 and NT) and proficiency with MS Word, text editors, and the UNIX operating system.

· Thorough knowledge of FrameMaker+SGML (5.5 and 6.0), Illustrator, Corel Draw and PaintShop Pro and proficiency with WordPerfect (5.1, 6.1 and 9.0).

· Demonstrated excellence in proofreading.

· Ability to identify problems and implement solutions.

· Strong interpersonal, oral, and written communication skills.  Ability to communicate effectively in both the giving and following of instructions.

· Ability to interact and maintain a good working relationship with all other teams within the department in order to resolve any potential problems (including but limited to scheduling, programming, conversion, production work flow, analysis, quality assurance, and delivery of data problems).
· Demonstrated strong leadership skills.
· Demonstrated strong planning, prioritization and scheduling, and organizational skills.
· Ability to apply source information to computer systems.

	Education/Experience Requirements:

· One to two years of SGML, HTML and/or XML and text layout experience and/or two years of higher education in a science related field.

· One to two years experience in data processing, journalism, quality assurance, or a related field.

· Background in flight operations is desirable.
· Internal applicants who have been trained in a comparable position and meet the transfer eligibility requirements also fulfill this background expectation.

	Physical Dimensions

Physical Requirements:  N/A
Environment:  Standard office environment


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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