09- 05- 86
DOCUMENTATI ON TECHNI G AN, 1135

Summary of Duties : Oganizes, edits, and assenbl es information
systens nmanual s, reports, and program docunentation fromrough draft
materials; converts flow charts, illustrations, graphs and di agrans
fromrough to finished form prepares illustrations and di agrans for
instructional materials; may be responsible for the daily operation of
a conputer systens docunentation and technical aids library; may
performtyping duties; nay act as |ead supervisor of such work and
does rel ated work.

D stingui shing Features : A Docunentation Technician is primarily
responsible for editing, witing, and organizing materials or manual s
for various functions. The raw data fromwhich they produce their
formal material is usually devel oped by individuals in professiona
data processing classes. The class of Docunentation Technician is
di stinguished fromclerical classes in that enpl oyees of this class
devel op and expand upon content and format of materials or nanual s
fromrough drafts and in sone cases actually wite this nmaterial or
sections of it. This class is distinguished from professional data
processing classes in that a Docunentation Technician is not
responsi bl e for the preparati on of actual conputer prograns or

syst ens.

Exanpl es of Duties : Gathers, organi zes, edits, and assenbl es
material s for docunentation nmanual s which describe the functions and
use of various systems or processes; prepares neat, accurate and
attractive sanple forns and docunents from sketches, rough notes, and
oral instructions; analyzes witten materials, charts, draw ngs and
other data prior to inclusion in nmanuals and reports; edits and
organi zes procedure instructions, statistical summaries, decision
tables, flow charts, and graphs into nmeani ngful format for users;
consults with anal yst and programm ng personnel to clarify intent,
accuracy, and conpl et eness of docunentation and conformty with
establ i shed forns and standards; assists in the preparation of
illustrations, charts, graphs and other visual aids for classroom
instruction and on-the-job training; nmay performtypi ng duties using
conventional or power typing equipnent; may mai ntain and have
responsibility for the daily operation of a conputer systens
docunentation and technical aids library; and may occasionally be
assigned to other duties for training purposes or to meet

t echnol ogi cal changes or energenci es.

Qualifications : A good know edge of formal report witing style and
format; a good know edge of punctuati on and grammatical rules; a good
know edge of the materials and techni ques used in converting
flowcharts, illustrations, graphs and diagrans fromrough to finished
form a working know edge of flow charting synbols; general know edge
of basic data processing concepts; general know edge of statistics;




the ability to communi cate effectively w th systens, programmng and
operational personnel in discussing the intent, accuracy and
conpl et eness of docunentation; the ability to edit, organize, and
assenble materials for manuals in a readily understandabl e manner for
use by other data processing and user departnent enpl oyees; the
ability to establish and nmai ntain standardi zed fornmats.

Two years of full-tinme experience in editing and preparing final
copies of witten technical material fromrough draft witten
technical nmaterial or oral instructions, and in preparing
illustrations and graphic materials is required. Know edge or
experience in editing and preparing docunentation for data processing
systens is especially desired. Conpletion of a course in typing is
al so desired.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasional ly over 15 pounds; arm hand, and finger
dexterity with both hands involved in activities such as preparing
illustrations, flow charts, graphs and charts; good speaking and
hearing ability; and good eyesight.

Persons with nedical limtations may, wth reasonabl e accomrodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's [imtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and responsibilities
of any position shall be.



