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TECHNICAL WRITER/EDITOR

TECHNICAL WRITER/EDITOR (MANUAL)
At this level the employee applies writing and editing skills and knowledge of the basic principles and specialized vocabulary of appropriate subject-matter fields to the accurate communication of scientific and technological developments to expert and other interested audiences.  Incumbent may also apply writing and editing skills and an understanding of the appropriate equipment and systems to the development of specifications showing the characteristics and capabilities or the design and test requirements of equipment systems; or to the development of training, operating, or maintenance manuals associated with equipment and systems.  The employee reviews material for clarity and for consistency with the organization’s policy and style requirements.

The work requires knowledge of grammar, writing and editing practices, and the style requirements of the media and the publications used.  It also requires knowledge of readily available sources of information on the appropriate subjects including library resources and subject-matter experts.  Some positions may require knowledge of desk-top publishing technology or knowledge of on-line information tools, techniques, and languages to produce on-line automated information system documentation.  The incumbent uses this knowledge along with substantial subject-matter knowledge to write or edit primarily scientific or technical documents, training manuals, operating manuals, repair manuals, or technical specifications that are clear and useful to the intended audience.

The supervisor provides general guidance, sets overall objectives, establishes priorities of projects, and determines deadlines and scope of project assignments.  The employee plans and carries out the project assignments in accordance with established Federal, agency, command, and local standards and procedures.  Completed work is reviewed for technical aspects such as design and efficiency, conformance to standards, adequacy, and timely accomplishment.

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 selection 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. 

