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JOB DESCRIPTION




	Job Title:  Editorial Assistant
	Job Code:  JN4600

	Department:  Business and General Aviation Development
	Date Created:  April 2004

	Grade:  J15
	Revision Date:

	Summary: 
Copy edits and proofreads newly created or updated training material to ensure the accuracy of the non-technical aspects of the material.

	Principal Responsibilities:
· Copy edits and proofreads books, video scripts, exercise books, syllabi, exams, computer software content, and Web training materials to ensure these materials meet Jeppesen quality standards.
· Rewrites or modifies copy to clarify meaning and to confirm to Jeppesen’s editorial policy.

· Confers with author or appropriate editor regarding changes made to copy.

· Performs other duties as required.

	Reports to: Manager, Media Productions

	Supervisor Responsibilities:  None

	Education/Experience Requirements

· Associate’s degree in English, journalism or a related field, or the equivalent combination of training and experience.
· Minimum of two (2) years experience in copy editing or the equivalent combination of training and experience with in-depth knowledge of English, spelling, grammar, and organization.
· Minimum of one (1) year experience with Microsoft Office, FrameMaker, and Adobe Acrobat.

	Competencies: 
(67) Written Communications, (2) Integrity and Trust, (61) Technical Learning, (62) Time Management, (39) Organizing, (33) Listening, (47) Planning, (14) Creativity, (17) Decision Quality, (53) Drive for Results 

	Travel: None

	Environment: Office

	Physical Requirements: Standing/Sitting, Seeing/Hearing, Repetitive Motion: Yes, Lifting: No


	For Posting Only: 

· This position is temporary for approximately 7 months (April to November 2004). 
· This position only requires intermediate to advanced skills in Word and Adobe Acrobat.
· Since this person will be working on content material from the UK, knowledge of British English would be desirable. 
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