OSI – Project Management Office
Project Roles and Responsibilities

TECHNICAL WRITER
Role(s):

The Technical writer explains in simple language technical ideas that are difficult for the average reader to understand. The Technical Writer coordinates and confers with project development and communications teams to produce publications and presentations in support of planning, design, development, implementation, and training activities. 
Responsibilities:
Technical Writer:

· (Writes) and (edits) technical documentation (such as installation and configuration instructions), informational documentation (such as user manuals, help screens, and instructional materials), white papers, policies and procedures.

· (Ensures) compliance with project, the Office of Systems Integration (OSI) best practices and other documentation requirements.
· (Ensures) documentation compliance with quality assurance standards.
· (Composes) documents and (creates) presentations using best practices and tools such as page layout software.
· (Writes) or (assists) in writing technical reports complete with analysis, conclusions, and recommendations. 

· (Reviews) draft documents and (recommends) changes in scope, format, and content.  

· (Selects) or (develops) charts, graphs, diagrams, drawings, and photographs to illustrate the material.

· (Assists) in the development of layouts for publications. 

· (Maintains) records and files of work and revisions.
· (Revises) and (maintains) user support materials to stay current with system or software changes.

· (Reviews) requirements and (works) with users and/or customer service staff to understand the current business flow and the impact of planned changes to current system and user documentation. 

· (Designs) and (defines), with developers, screens, screen help, and reports.

· (Creates), with training staff, class materials, computer-based training, demos, and other training materials.
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