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JOB DESCRIPTION
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	Job Title: AvDocs Publisher, Sr.
	Job Code:  JN1619

	Department:  Aviation Documentation Services
	Date Created:  March 2004

	Grade:  J19
	Revision Date:  

	Summary:
Produces data in a pre-defined format using the department’s content and document management systems and runs scheduled extraction processes from the Jeppesen Aviation Database (JAD) and NOTAMs database.  Assists the AvDOCS technical support team in producing a variety of digital output formats based on Market Segment and Product Leader’s requirements.  Assists in the analysis, evaluation, refinement, development, testing and implementation of production processes.  

	Principal Responsibilities:
· Produces and processes files utilizing department tools including, but not limited to, Adobe (FrameMaker+SGML) and Arbortext (Epic) products.
· Verifies the layout and format of the content within an electronic file ensuring format is based on departmental guidelines or guidelines supplied by the customer.
· Proofreads files for accuracy of content based on directions given.

· Performs quality checks of fellow team member’s work and provide feedback accordingly.

· Performs file production and archiving duties within the department’s content management system (Astoria).
· Extracts and processes data from JAD and the NOTAMs database as defined by directions given.
· Processes customer data utilizing the department’s document management system (Documentum).
· Completes quality control of final documents.

· Submits all source changes to the Revision Control Services (RCS) organization for loose-leaf publishing.

· Submits processed files to the appropriate repository for further handling.

· Upon request, assist the analyst and editing teams in performing their duties.
· Adheres to predetermined production schedules to ensure on time completion of assigned workload.

· Develops process documentation and supportive training materials for use by other team members.

· Analyzes and evaluates existing production processes and procedures; provide feedback and recommendations for improvement.

· Tests, implements and documents new and refined production processes.

· Provides training for new and less experienced team personnel.

· Assist sin the development and implementation of production acceptance testing for all new methods, techniques and tools to be integrated into the production environment.

· Monitors and follows-up on all special projects to ensure their on time delivery.

· Performs other duties as required.



	Reports to:  Supervisor, Aviation Data Services

	Supervisor Responsibilities:  N/A

	Education/Experience Requirements:
· Bachelor’s degree in English, journalism, computer science, business or a related field; or equivalent combination of education and experience.
· Minimum of two (2) years experience as an AvDOCS Publisher or comparable position or minimum of three (3) years experience using SGML, HTML and/or XML  and minimum of three (3) years experience in data processing,  journalism or a related field.
.

	Competencies:


	Travel:  Less than 15%

	Environment:  Office

	Physical Requirements:  Sitting/Standing, Seeing/Hearing; Repetitive Motion: Typing, Lifting: N/A


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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