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JOB DESCRIPTION




	Job Title:  Editor, Associate
	Prepared On:  December 29, 1999

	Department:  Aviation Courseware                 Development
	FLSA Status:  

	Grade:  J-18
	Job Code:  JN1258

	Summary: Responsible for content, technical accuracy, organization, and overall quality of assigned work.  Employee assists Project Editor in handling projects and directing work of Technical Writers and may also be assigned to manage individual projects or part of projects as needed.  Work is performed under general supervision and is reviewed for accuracy, completeness, and compliance with project guidelines and deadlines.



	Principal Responsibilities  
· Writes or edits original manuscripts for use in print, video, or computer‑based applications.

· Revises existing materials to incorporate technical or format changes.

· Creates illustration requests for graphics, photos, and video to accompany manuscripts.

· Reviews video programs at rough and final edit stages to ensure compliance with development guidelines.

· Checks computer‑based programs for content, format, technical accuracy, and proper programming.

· Plans, organizes, and directs the writers working on assigned projects.

· Monitors workflow through all stages of development and production to ensure that quality, content, cost, and delivery requirements are met.

· Works closely with Marketing to ensure products meet customer needs in terms of design, content, quality, cost, and delivery.

· Manages individual projects or part of projects as assigned by Project Editor, and meets scheduled deadlines.

· Reviews industry publications to keep abreast of technical changes.

· Performs other duties as required.

	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 and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.


	Reporting Structure 

To:  Manager Aviation Courseware Publishing and/or Managing Editor, as assigned

Supervise:  Technical Writer, as assigned

Relationships:  Coordinate projects with Media Productions and Multi-media
 

	Required Knowledge/Skills/Abilities
· Writes or edits original manuscripts for use in print, video, or computer‑based applications.

· Revises existing materials to incorporate technical or format changes.

· Creates illustration requests for graphics, photos, and video to accompany manuscripts.

· Reviews video programs at rough and final edit stages to ensure compliance with development guidelines.

· Checks computer‑based programs for content, format, technical accuracy, and proper programming.

· Plans, organizes, and directs the writers working on assigned projects.

· Monitors workflow through all stages of development and production to ensure that quality, content, cost, and delivery requirements are met.

· Works closely with Marketing to ensure products meet customer needs in terms of design, content, quality, cost, and delivery.

· Manages individual projects or part of projects as assigned by Project Editor, and meets scheduled deadlines.

· Reviews industry publications to keep abreast of technical changes.

· Performs other duties as required.



	Education/Experience Requirements

· Bachelors degree in English, journalism, aviation, or related field or equivalent combination of education and experience.
· Minimum of one (1) year as a Technical Writer, or equivalent combination of training and experience.

· May require specific training and/or certificates relating to assigned area.



	Physical Dimensions

Physical Requirements:   sitting , kneeling,  climbing, stooping, lifting (number of pounds) time required to stand or walk.   Start statements with “Ability to…”

Environment:  Standard office, outside work, loud noise


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.


[image: image1.wmf]_972714178.doc
�



� EMBED Word.Picture.6  ���
















_972714181.doc
�



� EMBED Word.Picture.6  ���
















