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JOB DESCRIPTION




	Job Title:  Technical Writer
	Prepared On:  4-6-00

	Department:  Flight Control Applications

                        Development
	FLSA Status:  

	Grade:           B2
	Job Code:  JN5465

	Summary: (General Purpose and main characteristics of the job; one to two sentences)
This is technical work involving collecting, authoring, and/or maintaining technical software documentation.  Analyze technical documentation to determine document type, organization, content, format, and applicability to online help, training manuals, web pages, and related electronic and hardcopy documentation.  Design, implement, and maintain online help, training manuals, web pages, and related electronic and hardcopy documentation. 

	Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)
· Prepares and maintains documentation about software architecture, database descriptions, data dictionary, source code/libraries, data flows, and standards/specifications.
· Analyze documentation such as business needs documents, design specifications, and functional/feature specifications to determine their applicability and incorporate into online help and related documentation.

· Edits documentation to verify consistent style and format, readability, technical accuracy, and adherence to style specifications and layouts.

· Reviews existing user and technical documentation to determine areas that need updating or revising.

· Create and maintain document control systems and processes.

· Assists in analyzing existing departmental business systems and user documentation for usability and compliance with established standards (e.g. ISO 9000, SEI CMM) and modify accordingly.

· Facilitate meetings between user groups and project teams to review technical content and user requirements for related documentation, online help, and/or department web pages, as appropriate.

· Determine tasks, priorities, and work effort.

· Assist in creating project plans and schedules.

· Create and maintain graphics in multiple formats.

· Create training materials to be used by internal instructors/trainers.

· Design, create, implement, and maintain online help systems.

· Assist in creating project budgets.



	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 or exceeds the needs of the customer.
· Involving others and sharing information in a team environment.
· Work and behavior reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.


	Reporting Structure (Titles only)
To:  Technical Lead or Technical Manager

Supervise:  N/A
Relationships:  Department Managers, Technical Leads, and Project Teams


	Required Knowledge/Skills/Abilities
· Knowledge and ability to use presentation software.

· Ability to use PCs and basic windows applications.

· Ability to design and implement online help and web pages from requirements.

· Ability to use common graphics packages.

· Knowledge of software development practices and procedures.
· Knowledge of applicable computer programming languages.

· Ability to use internet browsers, scripting languages, OS environments, and document tagging.

· In-depth knowledge of technical writing.

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

· Ability to communicate effectively, both orally and in writing.

· Ability to work independently.

· Ability to establish and maintain effective working relationships at all levels in the organization.

· Ability to work under pressure and meet deadlines.

· Ability to manage time effectively.

· Ability to manage multiple priorities.

· Proficiency in English and grammer.

	Education/Experience Requirements

· Certification, Associate, or Bachelor degree in English, technical writing or related discipline, or equivalent combination of education and related experience.

· 1-2 years of experience as an Associate Technical Writer

· 1-2 years of experience with related tool sets commonly used in the industry.

· 3 years experience using MS-Office applications.

· Knowledge and experience in aviation is a plus.

	Physical Dimensions

Physical Requirements
Environment:  Standard office


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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