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JOB DESCRIPTION
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	Job Title:  AvDOCS Analyst
	Job Code:  JN1615

	Department:  Aviation Documentation Services
	Date Created:  March 2004

	Grade:  J18
	Revision Date:  

	Summary:
Analyzes new flight information source material, determines its affect on Jeppesen standard and tailored publications, and resolves questions/issues with the data.  Develops production plans and schedules that utilize available resources.  Ensures quality management of aviation type documents, both hard copy and electronic.  

	Principal Responsibilities:
· Analyzes incoming source material including, but not limited to, Aviation Information Publications (AIP), National Flight Data Digest (NFDD), NOTAMs, Jeppesen’s Information Control Bulletins (ICB) and customer-supplied source to determine their affect on Jeppesen and tailored products and services and annotates source information for revision of products and services.

· Compares flight information source material and/or customer supplied manuscripts to Jeppesen standard textual publications and tailored text pages, identifies changes, and compiles changes as needed.
· Resolves problems and/or questions concerning source documents (i.e. deficient, inaccurate, inconsistent and contradictory data) through contact with foreign and domestic authorities using the appropriate departmental guidelines and communication methods.
· Maintains records of specific source information.
· Coordinates with other organizations within Jeppesen to develop production plans and schedules.  Identifies potential problems, provides and implements solutions and verifies implementation to ensure product and service quality as well as on time delivery.

· Develops production capacity planning and scheduling using available editing and publishing resources.
· Initiates workload (work order packages) using department planning tools and departmental content and document management systems.
· Performs quality checks of fellow team member’s work and provide feedback accordingly.

· Verifies the technical accuracy of the content within an electronic file (to be performed within Astoria, the department’s content management system).
· Processes customer data using the department’s document management system (Documentum).
· Provides technical assistance by resolving content and/or scheduling issues.

· Adheres to predetermined production schedules to ensure on time completion of assigned workload.

· Upon request, assists the editing and publishing teams in performing their duties.

· Assists in the development of process documentation and supportive training materials for use by other team members.

· Analyzes and evaluates existing production processes and procedures; provides feedback and recommendations for improvement.

· Assists in the testing, implementation and documentation of new and refined production processes.

· Provides training for new and/or less experienced team personnel.

· Performs other duties as required.



	Reports to:  Supervisor, Aviation Data Services

	Supervisor Responsibilities:  N/A

	Education/Experience Requirements:
· Bachelor’s degree in an aviation related field or equivalent combination of education and experience.
· Minimum of two (2) years experience as an AvDOCS Analyst, Associate or a comparable position or minimum of two (2) years experience aviation experience such as, Air Traffic Controller, Flight Planner/Dispatcher and minimum of one (1) year experience using SGML, HTML and/or XML.
Private pilot’s license is desired.

	Competencies:


	Travel:  Less than 15%

	Environment:  Office

	Physical Requirements:  Sitting/Standing, Seeing/Hearing; Repetitive Motion: Typing, Lifting: N/A


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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