Editor

JOB SUMMARY:
Assists senior editors in editing and coordinating the production of technical manuals, proposals, and other publications to ensure that they meet established quality standards and are completed within project funding and schedule requirements.

ESSENTIAL FUNCTIONS:
The editor is an entry-level editing position and reports to the manager of technical publications or a senior editor. 

The technical publications group produces formal publications in support of the contracts, business development, and logistics support documentation departments, as well as other data requirements.  

The incumbent in this position uses computerized composition and text-management systems, and edits and prepares final copy for publication manuscripts and presentations that:  (1) meet overall specifications and standards as well as other job requirements; (2) use proper punctuation, grammar, and spelling; (3) adhere to format requirements; (4) are consistent in the use of abbreviations and terminology; (5) are effective for intended use; (6) comply with accepted practices; and (7) incorporate all required material.

The individual in this position serves in an advisory role under the guidance of a senior editor to assist writers in the assembly and finalization of artwork, photography, and text for final composition and reproduction.  Responsibilities include coordinating word processing, illustrating, and composition tasks and ensuring adherence to form and format requirements as well as schedule.  The editor ensures that the correct quantities are produced and inspects all material prior to delivery.  In addition, the editor is responsible to perform a day-to-day audit and surveillance of preparation practices and workflow to ensure that established quality standards are maintained, including changes to procedures and standards as necessary.  The editor maintains the publications library, indices, and retrieval and control systems.

PRINCIPAL ACCOUNTABILITIES:

1.
Prepares audit and surveillance activities to maintain and upgrade quality standards, workflow procedures, and preparation practices.

2.
Ensures that problems or abnormal trends that could jeopardize quality, disrupt workflow, or impact cost and schedule objectives are reported to the appropriate senior editor for corrective action.

3.
Ensures that documents meet quality standards and comply with customer specifications.

4.
Performs in-process final edit and quality-control review of publications to ensure consistently high-quality standards.

ADDITIONAL RESPONSIBILITIES:

None listed.

QUALIFICATIONS:

None listed.

