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Job Description

Job Title:
Project Editor, Senior
Job Code:
JE4702
Job Grade:
J23
SJC Code:
TBD

Reports to:  
Supervisor, Editing
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
September 1, 2005

Ed/Exp:
BA/10
Travel:
<25%

Lic/Cert:
None
Environment:
General Office







Objective:  To produce senior level project editing.  To validate compliance to departmental standards for the most complex and diverse editorial writing styles, content, instructional design and related project plan specifications.  To validate content, technical accuracy, organization, and the overall quality of assigned work.  To provide technical direction and guidance to staff, management and others.

Essential Functions: 
1. Develops, maintains, and evolves the department-wide writing style guide.
2. Establishes and maintains project-specific style guides for each project assigned.
3. Evaluates existing products as assigned to determine whether revisions are needed and recommends revisions.
4. Functions as the project lead for development projects, as required or requested.
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 

21. 
22. Validates compliance to departmental standards for technical and editorial writing style, content, instructional design and other project plan specifications. 
23. Proofs oral and written communications for proper spelling, grammar, punctuation, capitalization, organization and proper sentence structure.

24. Conducts accurate, diverse, repetitive, and voluminous proofreading.
25. Edits assigned print, video, and computer based materials in compliance with established standards for design, organization, grammar, technical content, graphics, and style.  Validates compliance throughout the development process.
26. Verifies consistent style and format, readability, accuracy, and adherence to style specifications and layouts.

27. Tests multimedia programs for content, format, and proper programming.

28. Proofreads materials for punctuation, grammar and spelling errors.

29. Evaluates existing products to validate the need for and to recommend revisions.
30. Provides technical direction and guidance to staff, management and others.
31. Performs other related duties, including special projects, as requested or required. 

Education/Experience: Bachelors degree in technical communication, English, journalism or a related field, or an equivalent combination of education, experience and demonstrated proficiency.  Ten (10) or more years of related experience editing domestic and international data in the IT, aviation, or marine industries, with an emphasis on piloting, aircraft maintenance, and marine navigation, or the equivalent combination of related training, proficiency and experience.
Skills, Knowledge, and Abilities:  Demonstrated subject matter expertise in all components of Microsoft Office, FrameMaker, and Adobe Acrobat. Demonstrated thorough proficiency of the English language and other languages, both oral and written, including proper spelling, grammar, punctuation, capitalization, organization and proper sentence structure.  Demonstrated proficiency performing accurate, diverse, repetitive, and voluminous proofreading.  Demonstrated proficiency using editing to define and document process, procedure, and workflow.  Demonstrated experience editing instructional materials.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated organizational skills with a proficiency managing multiple projects of diverse complexity and deadlines.  Demonstrated proficiency providing technical direction and guidance to staff, management and others.  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 technical certification or a writing credential in one or more disciplines involving  IT, aviation, or marine 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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