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2075DP
Job Title:  International Trip Planning Account Manager (BJS)
Date:  4/17/01

Department:  IFS Operations
FLSA Status:  N

Grade:  J18
Job Code:  DE2110

Summary: 
This position, which is based at BJS’ Dallas TX facility, combines the skills of an International Trip Planner** with that of a Customer Service Representative.  In terms of International Trip Planner activities, the employee will coordinate directly with BJS’ International Scheduling Department when setting up and processing trips using Jeppesen’s Trip Planning System (TPS).  As a Customer Service Representative, the employee activities will focus on quality issues to ensure that BJS consistently receives the highest level of services.   This position reports directly to the Supervisor of International Trip Planning.

**International Trip Planner duties require access to the Jeppesen Trip Planning System (TPS)



Principal Responsibilities 

· Assists BJS in planning itineraries based on knowledge of diplomatic requirements, airport restrictions, fuel availability, range of aircraft, and political situations

· Refers to source data and Jeppesen databases to determine service agencies/vendors, fuel, ground handling, and diplomatic clearance agencies

· Initiates and maintains trip folders for BJS trips.  Uses the Jeppesen Trip Planning System to load itineraries and set up trips.  This includes requesting all applicable diplomatic clearances, ground handling, fuel, hotels, and other services as required.

· Builds and tests flight plans in support of BJS international trips

· Monitors BJS trips while in progress to ensure nothing is overlooked

· Prepares and submits a daily list of BJS action items to the Los Gatos ITP group for follow-up during off hours

· Closes BJS trips and ensures accuracy of billing for services rendered

· Prepares a weekly activity report for distribution to BJS and Jeppesen

· Responsible for protecting Jeppesen proprietary data and procedures

· Contacts pilots upon completion of trips to obtain feedback on level of services provided by Jeppesen, its handlers, and any other third party provider.  Submits favorable trip follow-up comments to ITP Customer Service in Los Gatos for insertion to NBAA publication.

· Recommends new processes and procedures as a result of feedback from pilots and BJS’ International Schedulers Department

· Facilitates the servicing of other Jeppesen products and services by contacting the appropriate Jeppesen account representatives on behalf of BJS

· Makes recommendations to improve efficiency or reduce costs 

· May represent Jeppesen as needed at industry conventions and meetings

· Performs database updates as required

· Performs other duties as assigned.  Examples do not cover all the duties that may be performed.

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 BJS

· 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:  ITP Supervisor

Supervise: None
Relationships: BJS staff, external service suppliers, Trip Kit group, all external Jeppesen offices and departments


Required Knowledge/Skills/Abilities

· Ability to be a self-starter who can work independently without direct supervision

· Skill/Ability to be Jeppesen’s ambassador at the customer’s site

· Ability to plan, organize, and carry out assignments effectively

· Skill/Ability to establish a meaningful, non-controversial business relationship with BJS representatives.

· Knowledge of Jeppesen’s policies and procedures as it applies to international trip planning

· Thorough knowledge of office methods and procedures, and department policies and procedures

· Knowledge of flight planning / JetPlan

· Knowledge of trip planning services and customer service techniques

· Knowledge of the aviation industry being serviced

· Considerable knowledge of aircraft types and capabilities

· Ability to recognize, research, interpret, and solve problems relating to customer needs

· Ability to communicate effectively, both orally and in writing

· Ability to establish and maintain effective working relationships

· Ability to plan, organize, and carry out assignments with attention to detail

· Thorough knowledge of worldwide geography and current political situations

· Computer literate

· Ability to read Jeppesen airway charts

· Carry beeper or cellular phone for 24-hour access



Educational/Experience Requirements: Five (5) years experience as or at the level of a Senior International Trip Planner, or the equivalent combination of training and experience.  

Physical / Logistical Dimensions:

Physical Requirements: Ability to sit at computer station, handle files, walk, stoop

Travel Requirements:  5% of time traveling

Environment:  standard office, cubicles, standard noise for business 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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