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JOB DESCRIPTION

[image: image1.wmf]

Job Title:  Aviation Publication Specialist I
Prepared On:  9/02

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

Grade:  J16
Job Code:  JN1263

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.  Knowledge of SGML concepts and terminology, proofreading skills, and proficiency with general computer operation are essential.  Quality control of aviation type documents both hard copy and electronic.  Work is performed under direct supervision.

Principal Responsibilities:

· Analyze 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.
· Initiate chart processing and annotates source information for revision of products and services.

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

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

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

· Maintain records of specific source information.

· Resolve 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. 

· Indicate 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.

· Analyze and correct tagging errors.

· Analyze, test, and perform new and existing processes and procedures.  Provide feedback and recommendations for improvement.
· Proofread documents for accuracy of content.

· Key in complex coding for font sizes, page formatting instructions, text and graphic boxes, lines, headers and footers for Jeppesen published materials.
· Perform 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:
· 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 flight information source materials.

· Ability to apply customer required specifications.

· Knowledge of SGML concepts and terminology and the production process.

· Knowledge of typesetting, page layout, and graphic design.

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

· Knowledge of FrameMaker+SGML (5.5 and 6.0), Illustrator, Corel Draw, PaintShop Pro and WordPerfect.

· Demonstrate excellence in proofreading.

· Ability to type 40 wpm.

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

· Ability to apply source information to computer systems.

· Ability to establish and maintain effective team working relationships.

Education/Experience Requirements:

· Applicants should have at least one year experience proofreading or the equivalent combination of training and experience.
· One year of higher education in a science related field is desirable.

· Background in flight operations is desirable.

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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