

JOB DESCRIPTION




	Job Title: Technical Writer, Assoc.
	Job Code: JN5420

	Department: Business and General Aviation Development
	Date Created:  July, 2003

	Grade:  J17
	Revision Date: February, 2004

	Summary: 

Creates aviation courseware materials, in conjunction with the department’s writers, editors, instructional designers, artists, photographers, video editors, and other experts.

	Principal Responsibilities:

· Writes and maintains textbooks for the aviation industry, related to pilots and/or maintenance technicians with guidance from senior staff.
· Writes and maintains training materials for the aviation industry, including both instructor-led and computer-based training with guidance from senior staff.
· Writes and maintains software documentation and online help for Jeppesen software products with guidance from senior staff.
· Interviews subject matter experts as required to gather required information and source material for writing assignments.
· Proofreads materials during various project stages to verify consistent style and format, readability, accuracy, and adherence to style specifications and layouts.
· Reviews existing materials to determine areas that need updating or revising; makes suggested revisions as approved.
· Creates audio/video scripts with guidance from senior staff.
· Adheres to established document plan and style standards on all assignments.

· Creates illustration requests for graphics, photo, and multimedia to accompany manuscripts.
· Tests multimedia programs for content, format, accuracy, and proper programming.

· Researches technical information and reviews industry publications to keep abreast of technical changes. 
· Assists in the creation of document plans.
· Performs other duties as required.

	Reports to:  Manager

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor's degree in English, Journalism, Aviation, or a related field, or the equivalent combination of education and experience.
· Minimum of two (2) years experience with MS Office and/or FrameMaker.
· Minimum of one (1) year of adult education or technical writing experience.
· Working knowledge of HTML/XML editor, such as DreamWeaver preferred. 



	Competencies: 
(67) Written Communications, (61) Technical Learning, (62) Time Management, (32) Learning on the Fly, (14) Creativity, (24) Functional/Technical Skill, (30) Intellectual Horsepower, (1) Action Oriented, (33) Listening, (43) Perseverance  

	Travel:  Less than 15%

	Environment: Office

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


	For posting only

We’ll use box when we have special requirements for the writer, such as aviation experience.




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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