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JOB DESCRIPTION




	Job Title:  Trainer BGA, Assoc
	Job Code:  JN2560

	Department: Business & General Aviation Sales & Service
	Date Created:  September 2003

	Grade:  J17
	Revision Date:  

	Summary: 
Provides assistance with the collection, authoring, maintaining, and presenting of professional training and user documentation to Business and General Aviation Sales & Service employees globally.  


	Principal Responsibilities:

· Trains new employees on products, services and basic Oracle navigation.
· Conducts recurrent training (as needed) on products, services and basic Oracle navigation.

· Assists in analyzing existing departmental business systems and user documentation for usability and compliance with established standards, and modify accordingly.

· Monitors, evaluates, and provides performance feedback to all sales representatives.

· Evaluates training needs with QA Specialist(s), P & L leaders and product managers and provides training as needed.

· Develops training documentation and user guides on new products and services with the assistance of the P & L leaders and product managers.

· Assists with the maintenance of the departmental site on JeppNet.

· Monitors, evaluates and documents procedures in compliance with ISO standards.
· Performs other duties as required.

	Supervisor Responsibilities:  None

	Education/Experience Requirements:
· Bachelor’s degree in teaching, aviation, an aviation-related field, or equivalent combination of education and experience.

· Minimum of two (2) years previous training experience.

· Minimum of one (1) year experience as a sales representative.

· Knowledge of Oracle OE desired.

· Private Pilot/Instrument Commercial ratings desired.

	Competencies: 
(24) Functional/Technical Skills; (33) Listening; (41) Patience; (3) Approachability; (15) Customer Focus; (49) Presentation Skills; (47) Planning; (39) Organizing; (27) Informing; (14) Creativity

	Travel: Less than 15%

	Environment: Office 

	Physical Requirements: Sitting/Standing; Seeing/Hearing; Repetitive Motion: Yes; 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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