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Purpose of Position:

As a member of the Technical Writing department, the Technical Writer has three primary purposes.  One, to write manuals, help files, and other technical documents for Thermotron’s environmental chamber, electronic testing, software, and other product lines. Two, to assist the Technical Liaison Advisor department as they develop and provide training to Field Service Technicians and Engineers on necessary technical and customer relations skills. Three, provide routine-to- intermediate technical support to Field Service employees and customers.  

Primary Tasks and Responsibilities:

Perform all assigned writing tasks using desktop publishing and engineering software on a personal computer. This includes text entry, formatting, creating graphics, and importing engineering drawings.

Perform all required production writing for environmental chambers, vibration test systems, and all other product lines. Production writing includes preparing assembly sheets and special pages for integration into off-the-shelf manuals. Production writing is based on the products’ electrical, cabinet, and mechanical schematics or drawings. The writer reads and interprets the schematics, determines which manuals, schematics, and parts lists are required for the job, and writes the special instructions for that job.

Maintain OEM and historical product files.

Revise existing manuals and other technical documents on all product lines. This writing includes operator, technical, computer interface, software, and electronic systems manuals. These manuals may be assigned to writers by their areas of expertise.

May work in a team to research, develop, and write manuals for new chamber, instrument, electronic, and software product lines. (May also assist in developing Help files for new software applications.) This process includes project planning, effective communication with experts from other departments, collaboration within the department for layout and formatting, writing and submitting the manual draft, and incorporating technical and structural edits into the final draft.

Assist Technical Liaison Advisors as they develop and maintain comprehensive training programs to expand and test the knowledge level of Field Service Technicians and Engineers. Assist in the development of the supporting Field Service Work Instruction documents. May also assist in the training of Field Service Technicians and Engineers.
Handle routine calls for technical information, specification data, and other information that is published in manuals, drawings, specifications, bulletins or other documents. As skills develop, learn to take on more complex calls, while taking care to not exceed one’s level of expertise.
Handle calls for operational and functional help on systems where the Technical Writer has gained expertise. As skills develop, provide limited troubleshooting help to Field Service and customers.  

Communicate effectively with personnel in Engineering, Manufacturing, Field Service, Marketing and other departments during manual development and other tasks.

Communicate effectively with all the Technical Writing and Technical Liaison Advisor personnel, treating each team member with proper professional respect. Show a willingness to become familiar with all the operations of the department.

Provide periodic progress reports to Management. 

Develops and/or provides technical leadership in the development of assigned manuals, help files, and/or technical documents.

Secondary Duties:

Maintain printed material stock.

Write standardized procedures for Manufacturing, Production Control, and other departments.

Work Demands:

Maintain a high degree of technical and structural accuracy when writing technical documents.

Demonstrate a high degree of proficiency in the use of the personal computer for manual development.

Work to complete several tasks and assignments within the scheduled time frame to meet shipment deadlines.

Maintain good communication skills when working with internal and external customers

Demonstrated proficiency in the use of telephones and other communication equipment, such as E-mail and faxes.

Willing to accept edits and other constructive criticism of your work.

IMPORTANT NOTICE

This job description indicates the general nature and level of work expected of incumbents and is not designed or intended to contain a comprehensive list of activities, duties or responsibilities as required.

At the sole discretion of the company, all job duties are subject to change from time-to-time as business demands change. Incumbents may be asked to perform other duties as required.

This information should not be construed as an employment contract.
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Tasks and Responsibilities:

As a member of the Technical Writing department, the Technical Writer has three primary purposes.  One, to write manuals, help files, and other technical documents for Thermotron’s environmental chamber, electronic testing, software, and other product lines. Two, to assist the Technical Liaison Advisor department as they develop and provide training to Field Service Technicians and Engineers on necessary technical and customer relations skills. Three, provide routine technical support to Field Service employees and customers. 

Skills from Education:

This position currently requires a candidate with a combined education in writing and in a technical discipline. While a degree is preferred, some flexibility must be allowed due to the “cross-discipline” nature of this position. Some examples of this combination are listed below:

· B.S. in Technical Communications or English with a technical minor or experience in technical discipline, followed by two years work experience in the technical writing/instructing field.

· A.S. in a technical discipline with three years technical writing/instructing experience.

· Technical training from the Military with three years technical writing/instructing experience.

· Fulfill the requirements for the Technical Writer I position and then gain knowledge and skills to perform higher-level technical communication functions. This growth can occur through company training, outside education, experience and other opportunities.  

Can operate a personal computer to efficiently use desktop publishing and graphics software packages to develop manuals.

Skills from Experience
Demonstrated proficiency in developing technical documentation at various technical levels that is comprehensive, accurate and easily understood by the target audience.

Demonstrated ability to read and understand electrical, electronic, cabinet, and mechanical drawings for the purpose of writing technical descriptions and instructions, or instructing on the same.

Demonstrated ability to research, organize, and compile technical information to write manuals and other technical documentation, and to provide basic technical training.
Demonstrated ability to interview engineers, technicians, and other field experts to gain the knowledge necessary to complete technical documentation.

Demonstrated ability to use a personal computer with desktop publishing and graphics software to develop technical documentation.

Demonstrated ability to communicate technical information with internal and external customers through the writing, training and/or help desk experience. Ability to both request and communicate technical information or solutions in a clear, accurate, and easily understood manner.

Demonstrated ability to work efficiently as an individual and as a team member.

Ten Most Important Behavioral Competencies:

The following competencies are headings referenced from the article titled “Essential Competencies for Team Members 2nd of a Series” that was prepared by Terry Janzer. The first five competencies are seen as the most significant.

· Customer Service Orientation

· Teamwork and Cooperation

· Adaptability/Flexibility

· Initiative

· Analytical Thinking/Troubleshooting/Information Seeking

· Influence

· Oral Communication

· Organizational Commitment

· Personal Growth/Attention to Learning and Development

· Achievement Orientation/Work Achievement

