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POSITION DESCRIPTION
	Job Code
	


	Job Title:
	Technical Writer

	Business Unit:
	Crane Care APAC

	Originator Approval:
	Mgr. Technical Publication
	Date:
	

	Compensation Approval:
	GM, Functional Head and HR
	Date:
	

	Issued Date:
	
	Last Revised Date:
	


A. Basic Purpose and Function:

· Write technical literature for Operator’s, Service, and Training Manuals provided with Manitowoc Crane Group products.
· Reports to Technical Publications Manager – Asia Pacific.
B. Communication:

Internally
· Work closely with engineering, service, and assembly personnel to determine operation, assembly, maintenance, service, and troubleshooting requirements.
· Confer with supervisor on unusual problems.

Externally 
C. 
Supervision
D.       Qualifications
· Good working attitude and integrity.
· Degree in mechanical engineering and some experiences in heavy machinery industry.
· Experience in technical writing is preferred.
· Good communication skills.
· Good technical writing skills.
· Knowledge of Windows computers.
· Knowledge of writing software such as Frame Maker, Quicksilver, etc., peferred.
· Thorough understanding of engineering drawing system.
· Ability to work closely with technically oriented people.
· Fluency in English preferred and fluency in French will be a plus.
E. Major Responsibility (Functions/Duties)  
	Essential Functions
	Frequency
	% of Overall Workload
	% Importance

	Complete, under minimal supervision, broad and varied technical writing assignments requiring originality and creativity with some latitude for un-reviewed decisions.
	Daily
	40
	40

	Working closely with engineering, service and assembly personnel to determine operation, assembly, maintenance and troubleshooting requirements.
	Daily
	20
	20

	Write descriptive and step-by-step procedures.
	Daily
	20
	20

	Determine and coordinate art and desktop publishing needs.
	Daily
	10
	10

	Maintain production records of technical manuals.
	Daily
	5
	5

	Perform other related duties as required.
	Occasionally
	5
	5


F. Working Conditions
· Normal office environment.
· Occasional exposure to assembly shop and test area environments.
· Occasional lifting of light packages.
