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JOB DESCRIPTION
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	Job Title:       Technical Writer/Trainer
	Prepared On: July 2003

	Department:  Training and Product Support
	FLSA Status:  Non-Exempt

	Grade:  J18
	Job Code:  JN0010

	Summary: 
This is a technical position which involves collecting, authoring, maintaining, and presenting professional training and user documentation to Aviation Data Services employees.


	Principal Responsibilities 
· Develop and maintain technical training materials related to hardware and software applications and applications training, department workflows, quality systems, and more. 
· Develop training manuals, aids, workbooks, user and instructor documentation. 
· Edit documentation to verify consistent style and format, readability, technical accuracy and adherence to style specifications and layout.

· Review existing user and technical documentation for revision purposes.

· Coordinate activities and resources for the facilitation of training courses.

· Use evaluation tools and internal workflow to track training progress. Document milestones and report employee progress to supervisors.

· Monitor training conducted by our staff to ensure accurate, uniform, and professional presentation of material.

· Assist in analyzing existing departmental business systems and user documentation for usability and compliance with established standards, and modify accordingly.

· Assist in creating project budgets, plans, and schedules.

· Position may require travel to the Frankfurt, Germany office.

· Perform related 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 professional products and services that meet internal customer needs.
· A proven work ethic reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.


	Reporting Structure 

To:  Training & Product Support Supervisor
Supervise:  none (may provide some guidance to other team members)
Relationships: Training & Product Support, ADM, Charting, ESG Operations, other departments as needed. 


	Required Knowledge/Skills/Abilities
· Ability to design and implement training material via different media. 

· Working knowledge of Microsoft Office Suite and Windows applications.

· Presentation and facilitation skills.

· Ability and skill to conduct an effective training course.

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

· Excellent written and verbal communication skills.

· Ability to manage multiple priorities and time effectively.
·  Work schedule flexibility in order to accommodate shift-specific training. 

	Education/Experience Requirements

· Bachelor’s degree in technical writing, teaching, aviation, an aviation-related field, or equivalent combination of education and experience. 

· Minimum of two (2) years of adult education experience.

· Minimum of two (2) years of technical writing experience.

· Proficiency in English and grammar.

	Physical Dimensions

· Must be able to stand for up to eight hours per day while teaching.

· Training will be performed in a classroom environment or from within the production environment.


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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