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JOB DESCRIPTION




	Job Title: Proofreader, Senior (FID)
	Prepared On:  May 2003

	Department:  FID
	FLSA Status:  Non-Exempt

	Grade:  J16
	Job Code:  JN1320

	Summary: Crosschecks old source documents to their new replacement documents and identifies changes between the two for FID ADM analysts.  Prioritizes and manages source documents requiring crosscheck.  Performs basic JAD maintenance as required.


	Principal Responsibilities
· Receives matching old and new source documents and compares, item for item, the old document to the new document.
· Identifies changes following a specified procedure and using common editing annotations.
· Creates crosscheck summary sheet that identifies the places in the new source document where large numbers of changes have occurred.

· Signs off appropriately that the one-to-one crosscheck has been completed.

· Takes a leadership role in managing the source documents within the Change Identification Department (CID) including prioritizing projects, keeping track of the status of each, and knowing what resources are available to complete each project.

· Performs JAD maintenance on specific, non-relational entities or Company routes.

· 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:  FID Supervisor
Supervise:  N/A
Relationships:  ADM Flight Information Analysts, Proofreaders


	Required Knowledge/Skills/Abilities
· Demonstrated high level of ability to compare and identify changes in both written and graphic documents.

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

· Excellent reading comprehension skills.
· Excellent proofreading accuracy.
· Demonstrated ability to perform basic JAD maintenance as required.

· Demonstrated ability to work under schedules and meet deadlines.



	Education/Experience Requirements

· High school diploma or GED.
· Two (2) years experience proofreading aeronautical source documents.
· JAD Phase 1 & 2 training completed and proficiency demonstrated.

· Twelve months experience maintaining JAD entities on a regular basis.


	Physical Dimensions

Physical Requirements:   No special 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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