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JOB DESCRIPTION

	Job Title: SGML Analyst
	Evaluation Date:  08/99

	Department:  AVDOCS
	Status:  Exempt

	
	Job Code: JE2968

	Summary

Coordinates the effort for digital publications conversion projects.  Analyze technical publications and/or data for structure and content and provide detailed specifications to SGML Programmers for conversion to the standard markup language required for the final digital product.  Develop Document Type Definitions in accordance with ATA and/or departmental standards.  Must have knowledge of SGML concepts, terminology, and production processes, as well as a variety of technical publication tools and techniques.

	Principal Responsibilities
· Perform source data analysis and develop detailed specifications for conversion programs.

· Work with Sales and Marketing and Customer Service to analyze and document customer requirements.

· Coordinate the efforts for customer conversion projects and ensure that a documented and sustainable revision process is in place.

· Using ISO and ATA standards, assist in setting the standards for use in creating our digital products.

· Participate in the design of, review, and make recommendations for improvements to production environment/processes.  Responsible for ensuring all processes are approved and turned over to production departments. 
· Provide SGML technical assistance to other members of the team.
· May modify conversion programs.

	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 reflects initiative, reliability, consistency, accuracy, thoroughness, and pride in workmanship.


	Reporting Structure

To:  Lead Analyst

Supervises:  N/A

Relationships: All JMIS departmental personnel, Sales & Marketing personnel, software vendors, and customers.


	Required Knowledge/Skills/Abilities
· Knowledge and experience with a variety of publishing and authoring systems.

· Knowledge of SGML concepts, terminology, and production processes.

· Ability to lead and mentor other members of the team.

· Knowledge of ATA-100 and ATA-2100 specifications for aeronautical documentation is desirable.

· Ability to analyze problems and implement solutions.

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

· Demonstrated interpersonal communication and project leadership skills.

	Education/Experience Requirements

· Bachelor’s degree in a related discipline, or equivalent combination of education and work related experience. 

· Two years experience in a related SGML publishing environment.


	Physical Dimensions

Physical Requirements:  N/A

Environment:  Standard Office 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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