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2040DP
Job Title:  International Trip Planner
Date:  4/17/01

Department:  IFS Operations
FLSA Status:  N

Grade:  J18
Job Code:  DN4212

Summary: 
This position is technical work involving all aspects of trip planning for private and corporate customers traveling internationally.  Employee works independently, however, problems which involve deviations from standard policies and procedures, are reviewed with a superior.  This position may involve training of less experienced employees.



Principal Responsibilities 

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

· Provides information about the trip planning service to new and existing customers

· Initiates and maintains flight folders for operational trips.  This includes posting of itinerary, requesting all applicable diplomatic clearances, ground handling, fuel, hotels, and other services as required through the computer Trip Planning System.

· Write and test flight plans for ITP customers and refer them to Operations for transmission.

· Quotes prices for services and initiates and ensures accuracy of full billing for services rendered

· Research and reference files for service agencies/vendors, fuel, and diplomatic clearance agencies and update databases as necessary

· Represents ITP as needed at industry conventions and meetings

· Assists with closing trips and billing

· Performs Shift Administrator duties, as assigned

· Performs database updates as required

· May perform as a lead person in absence of  Supervisor

· May train less experienced employees

· 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 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:  ITP Supervisor

Supervise: None

Relationships: Internal customers, external service suppliers, Flight Operations, Meteorology, Customer Service, Trip Kit group, all external Jeppesen offices


Required Knowledge/Skills/Abilities

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

· Considerable knowledge of departmental activities, practices, and procedures, and the ability to apply these to work problems

· Considerable knowledge of JetPlan

· Knowledge of customer service techniques

· Knowledge of the aviation industry being serviced

· 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 internal and external 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

· Ability to work on a shift schedule determined by Supervisor



Educational/Experience Requirements

One year or longer as an Associate Trip Planner, or the equivalent combination of training and experience.  Exceptional performance can alter 1-year requirement.



Physical / Logistical Dimensions

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

Travel Requirements:  10% 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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