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JOB DESCRIPTION




	Job Title: Proofreader
	Job Code:  JN1244

	Department: ADM
	Date Created:  January 2004

	Grade:  J14
	Revision Date:

	Summary: 

Crosschecks old source documents to their new replacement documents and identifies changes for ADM analysts.  Performs basic JAD maintenance as required.


	Principal Responsibilities:

· Compares old to new source documents and makes revisions.
· Identifies changes following specified procedures and using common editing annotations.
· Creates crosscheck summary sheets that identifies the changes that have occurred in the new source document.
· Ensures that document crosschecks have been completed.
· Performs JAD maintenance on specific, non-relational entities or Company routes.
· Performs JAD database content/chart content investigations.
· Performs other duties as required. 


	Reports to:  Supervisor, ADS

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· High school diploma, GED, or the equivalent combination of training and experience.
· Minimum of one (1) year experience in basic proofreading or editing.



	Competencies: 
(50) Priority Setting, (27) Informing, (24) Functional/Technical Skill, (61) Technical Learning, (15) Customer Focus, (3) Approachability, (42) Peer Relationships, (62) Time Management, (47) Planning, (11) Composure 

	Travel: None

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing, Repetitive Motion: No, 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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