

JOB DESCRIPTION




	Job Title: Technical Writer/Trainer, Senior
	Job Code:  JN0007

	Department: Training & Product Support
	Date Created: March 2004 

	Grade:  J19
	Revision Date: 

	Summary: Collects, authors, maintains, and presents professional training and user documentation for Aviation Data Services employees.

	Principal Responsibilities:

· Develops, maintains and delivers basic through advanced technical training materials related to hardware and software applications and applications training, department workflows, quality systems, and other areas.

· Performs training needs analysis and develops training manuals, aids, workbooks, user and instructor documentation with minimal assistance and re-work. 

· Displays subject matter expertise in majority of training delivery and development for assigned areas of responsibility. 

· Provides knowledge, feedback, and development assistance to other writers. 

· Reviews existing user and technical documentation for revision purposes.

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

· Provides service to a variety of work groups including Training & Product Support, ADM, Charting, ESG Operations, and other departments as needed. 
· Uses evaluation tools and internal workflow to track training progress. Documents milestones and reports employee progress to management.

· Recommends improvements to departmental business systems and user documentation for usability and compliance with established standards, and modify as needed.

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

· Provides back-up support to the technical support desk(s).

· Perform other duties as assigned.

	Reports to:  Training & Product Support Supervisor

	Supervisor Responsibilities: None

	Education/Experience Requirements:

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

· Minimum of two (2) years experience as a Technical Writer/Trainer or the equivalent experience.

· Minimum of four (4) years of adult education experience or technical writing experience.

· Experience with NavData and charting applications. 

· Pilot certification with instrument rating is desired.

	Competencies: (67) Written Communications, (17) Decision Quality, (63) TQM Re-engineering, (60) Technical Learning, (33) Listening, (49) Presentation Skills, (39) Organizing, (62) Time Management, (53) Drive for Results, (29) Integrity Trust, (9) Command Skills

	Travel: Less than 15%

	Environment: Office 

	Physical Requirements: Standing/Sitting, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A

All content is Copyright © 2005 Jeppesen All rights reserved. No part of this document may be released, used, reproduced or distributed in any manner whatsoever without prior written permission from the copyright holder.


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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