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2010DP
Job Title: Associate Flight Operations Analyst
Date: 4/18/01

Department: Operations Services
FLSA Status:  N

Grade:  J17
Job Code:  DN0009

Summary: This is the entry level in the Flight Operations Analyst series. An employee in this classification is involved in the operation of systems and equipment to provide flight plans to meet customer requirments.  Duties are planned to develop an employee by teaching the proper operation of systems and the interpretation of data produced.


Principal Responsibilities

· Acts as a front line customer service for corporate and military accounts working closely with Tier 2 Customer Service account representatives. Act as Tier 1, technical support help desk for various Jeppesen Flight Planning software customers and uses appropriate business tools to disseminate information.

· Learns to prepare and transmit flight plans and weather information to satisfy customer requirments.

· Learns to assist customers by providing information and answering questions regarding all company products and services.

· Monitors all systems and communications equipment to ensure efficient operation.  Runs system backups as necessary.  Distributes incoming messages to proper destination.

· Edits data received from outside sources, loads and tests data to be on-line for customer use.

· Learns to analyze system operation problems and to take corrective action or to contact appropriate person.

· Maintains operation logs and records in an accurate and timely manner.

· Learns to act back up for International Flight Services on an as needed basis.

· Acts as back up for Facilities during non-business hours.
· Performs Flight Following duties as necessary.
· Performs other duties as assigned.


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:

· Following departmental procedures to produce a high quality flight plan product and delivering that product on time and complete to our customers.

· Establishing and maintaining positive working relationships with Jeppesen customers as well as fellow employees.

Reporting Structure 

To:  Supervisor / JetPlan Operations

Relationships: Internal customers, external contractor and supplies.  Builds and maintains positive working relationships with crewmembers and base operations coordinators.  Will also be expected to communicate with ATC facilities and their personnel as well as fixed base operators around the world.


Required Knowledge/Skills/Abilities

· Knowledge of Aviation as it relates to flight planning.

· Some knowledge of the operation of computer and communications equipment.

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

· Ability to operate computer and communications equipment.

· Ability to communicate effectively, both orally and in writing.

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

Education/Experience Requirements

Bachelors Degree in Aeronautical Operations ore a related field, and instrument rated pilot, or a certified dispatcher, or the equivalent combination of training and experience.

Physical Dimensions

Environment:  Standard office environment.
Physical Requirements: Ability to sit, type and operate at a computer workstation during a 12-hour shift.

Travel Requirements: none

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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