WRITER/EDITOR
NH-1082-II (GS-11)
At this level the employee is responsible for writing and editing a variety of publications, directives, and correspondence. The incumbent works under the general direction of the supervisor. The supervisor sets the overall objectives. The incumbent independently plans and carries out the work. The position requires knowledge of a broad range of sources of pertinent information and the skill to analyze and present the information gathered. It also requires knowledge of related information previously released by the organization and knowledge of publishing concepts, practices, standards, and technologies for the media used. 

The incumbent independently develops proposed and final publications, directives, and correspondence. The writer presents the information clearly and at a level appropriate for the intended audience. Research, using diverse sources, is necessary to collect information used as groundwork for developing legally and technically sound directives. The employee edits rough draft documents for proper format, grammar, clarity, and consistency with higher authority polices and style requirements. The incumbent independently locates any inconsistencies between higher authority issuance’s and the document and makes corrections/modifications as necessary.

Actively serves as a team member to accomplish assigned projects when necessary.

Please select the paragraph below if the incumbent serves as a supervisor.

____Performs the full range of administrative and technical supervisory duties.

Responsible for understanding and actively supporting the Command’s Affirmative Action/EEO Program, ensuring EEO principles are reflected in all aspects of personnel management. Assigns work and establishes priorities; evaluates performance of subordinates; gives advice, counsel, and/or instruction to subordinates on both work and administrative matters; interviews and recommends selections of candidates for positions, promotions, and reassignments; and hears and resolves complaints from subordinates. Exercises full authority as a member of the pay pool management in assessing contribution and preparing statements of duties and experience for Demonstration employees.

Please select the following if the incumbent serves as a team leader on a regular basis leading three or more employees.

____ Serves as a team leader providing guidance and direction to team members.
