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Job Description

Job Title:
Technical Writer, Senior
Job Code:
JE2956
Job Grade:
B3
SJC Code:
TBD


Reports to:  
Designated supervisors/managers
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
September 24, 2004

Ed/Exp:
BA/5
Travel:
<5%
Lic/Cert:
None
Environment:
General Office


Objective:  To produce senior level technical writing and editing.  To write the most complex technical documents involving IT, aviation and/or marine, including instructor-led and computer-based training materials and multimedia print, audio and video scripts, and related applications.  To produce highly technical documents in compliance with departmental and corporate standards for content, format, accuracy, organization, style, and overall quality.  To provide to technical writers, peers and staff with technical direction, training and guidance on technical writing.  To lead the completion of technical writing projects in compliance with established deadlines.  To coordinate, analyze, document, and track designated changes in written content and technical specifications for related new development, data integrity, defect and enhancement, or other changes, as directed. 
Essential Functions: 
1. Writes the most complex technical documents involving IT, aviation and/or marine, including instructor-led and computer-based training materials and multimedia print, audio and video scripts, and related applications.

2. Produces highly technical documents in compliance with departmental and corporate standards for content, format, accuracy, organization, style, and overall quality.

3. Provides technical writers, peers and staff with technical direction, training and guidance on technical writing.

4. Lead the completion of technical writing projects in compliance with established deadlines.

5. Coordinates, analyzes, documents, and tracks designated changes in written content and technical specifications for synchronization with alpha and beta phases of new product development, data integrity, defect and enhancement, or other changes, as directed.
6. Uses Perforce and VSS source control systems for project integrity/control or other systems, as directed.
7. Uses JIRA to track daily feature/defect state in relationship to documentation project, as directed.
8. Writes and maintains software documentation and online help for designated software products.

9. Analyzes project and/or audience needs to determine materials required, organization, content, format, and applicability.  Creates document plans, outlining the proposed document structure and approach.

10. Interviews subject matter experts to acquire information and resource materials.
11. Performs as a subject matter experts on various topics, as trained and directed.
12. Creates illustration requests for graphics, photo, and multimedia to accompany manuscripts.

13. Edits or proofreads materials during various project stages to verify consistency in style, format, readability, accuracy, and layout.
14. Maintains a state-of-the-art knowledge of designated technical information and updates work product as necessary, and as directed and approved.  
15. Creates document plans, outlining the proposed document structure and approach.
16. Reviews existing training and engineering documentation, determines areas that need updating or revising, and recommends and implements changes, as directed and approved.
17. Develops and maintains engineering documentation to support software testing and technical support.

18. Coordinates software documentation/technical writing between departments and locations, as directed.
19. Validates software performance against specifications to support documentation development, as directed.  
20. Develops Jeppesen Academy Courseware for professional pilots, as directed.

21. Provides technical direction, guidance and support to multimedia personnel for the creation and authoring of software.
22. Supports multimedia development through modeling, narration, or piloting of aircraft, as directed and approved.
23. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelors degree in English, aviation, journalism or a related field, or an equivalent combination of education, experience and demonstrated proficiencies.  Five (5) or more years of related experience producing technical writing, preferably within the aviation industry, with an emphasis on piloting and aircraft maintenance, or the equivalent combination of related training, proficiency and experience.
Skills, Knowledge & Abilities: Demonstrated proficiency using technical writing to define and document process, procedure, and workflow.  Demonstrated experience designing, developing, and implementing instructional materials.  Demonstrated oral and written proficiency with the English language, which includes an emphasis on spelling, grammar, style, and the editorial process from product inception through product delivery. Demonstrated proficiency with all components of Microsoft Office.  Demonstrated proficiency in HTML/XML, DreamWeaver, RoboHelp Office, Quark, and FrameMaker or equivalent software is desired.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated knowledge of the software development lifecycle.  Demonstrated organizational skills with a proficiency managing multiple projects of diverse complexity.  Demonstrated experience maintaining an accurate and current inventory of traditional paper and electronic data.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, executive management, and external clients.  Demonstrated experience persuading and negotiating with others to embrace strategies proposed.  
Licensure/Certification: A private pilot’s license, student pilot, or aviation maintenance certificate is desired.  Certification in Microsoft Office, RoboHelp Office, and FrameMaker 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.
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