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Job Description

Job Title:
Digitizer, Senior
Job Code:
JN4167
Job Grade:
J15
SJC Code:
TBD

Reports to:  
Supervisor, Aviation Data Services
EEO-1/Job Family:
Technician
Supervises:
None
Created/Revised:
September 17, 2004

Ed/Exp:
HS/5
Travel:
None
Lic/Cert:
Cartography/CAD Certificate
Environment:
General Office


Objective:  To perform senior level digitizing of aircraft flight manual charts.  To transfer the most complex data to the OpsData computer system, and to convert data for access through the OpsData Airport Analysis system.
Essential Functions: 
1. Determines how charts are to be digitized and creates specifications sheets from flight manual pages.

2. Performs automated digitizing at the graphics terminal and also performs manual digitizing.

3. Evaluates the accuracy of digitized data.

4. Enters and checks manually digitized data using OpsData software.

5. Transfers data to the OpsData computer system, performs conversions and transposition of the most complex data using OpsData software.

6. Provides technical direction, training, and guidance to Digitizer positions and others, as directed.

7. Performs other related duties, including special projects, as requested or required.

Education/Experience: Education equivalent to graduation from high school.  An Associate’s degree computer assisted design, graphic arts, or technical drawing is desired.  Five (5) or more years of related experience creating and updating electronically designed aircraft flight manual charts, or the equivalent combination of related training, proficiency and experience.  Demonstrated experience producing work requiring detailed accuracy.  Demonstrated experience providing technical direction and guidance.  Demonstrated knowledge of mapping and charting specifications for specific chart types.  Demonstrated knowledge of terminal chart specifications, work flow, and terminal charts used in flight. Demonstrated proficiency applying and processing chart criteria.  Demonstrated experience maintaining an accurate and current inventory of traditional paper and electronic data.  Demonstrated effective and diplomatic oral and written communication skills.
Licensure/Certification: A certificate in cartography or computer aided drafting is desired.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (11) Composure, (32) Learning on the Fly, (61) Technical Learning, (62) Time Management, (22) Ethics and Values, (42) Peer Relationships, (54) Self-Development, (51) Problem Solving, (30) Intellectual Horsepower, (15) Customer Focus
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