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JOB DESCRIPTION
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	Job Title:  Production Specialist I
	Prepared On:  December 2002

	Department:  Distribution
	FLSA Status:  Non-Exempt

	Grade:  J14
	Job Code:  JN3140

	Summary:  This position is essential to the production and distribution process, and is responsible for facilitating and coordinating workflow to ensure world-class quality products are delivered in a timely manner to the customer.  The role is successfully accomplished by ensuring that work moves smoothly and efficiently through the system, that adequate supplies are available as needed, and that quality system processes and procedures are followed throughout.  Work is performed under general supervision and is reviewed by the Supervisor. 



	Principal Responsibilities :

· Coordinate and manage the daily workflow and resources within the specific department and across Distribution to assure the proper production processes are followed and all work is completed on time and without errors.
· Serve as the primary contact for other Jeppesen departments for the proper handling of special requests and the obtainment of order information.
· Monitor the status and tracking of customer orders to ensure timeliness, accuracy and quality.
· Identify product and service quality problems, recommend and implement solutions accordingly and monitor to ensure ongoing consistency.
· Training new employees, as well as training veteran employees to help them reach the next job level per the individual’s ISO training record.
· Other responsibilities specific to each work area as required.
· 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 and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.


	Reporting Structure

To:  Supervisor

Supervise:  N/A
Relationships:  Employees within the department, Supervisor, Manager, others throughout Distribution.  Some working areas have customers in other parts of Jeppesen and external customer contact requirements.


	Required Knowledge/Skills/Abilities
· Demonstrated proficiency in word processing, spreadsheets and the inventory control system.

· Demonstrated effective interpersonal, oral and written communication skills.

· Understanding of scheduling requirements, and the cause and effect relationship between products and the production cycle.

· Understanding of Jeppesen production processes and procedures.

	Education/Experience Requirements

· High School diploma or equivalent required; post secondary study preferred
· Previous experience in a related Distribution department for thorough understanding of Jeppesen products and production processes.

· Completion of all related Jeppesen Distribution training programs



	Physical Dimensions

Physical Requirements:   Must have the ability to perform tasks within the working area; most areas have a lifting requirement.

Environment: Production/Warehouse 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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