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Technical Writer 
Role, Resposability & Job Description 

 

Department: Quality Administration 

Department supervisor: Quality Manager 

Project supervisor: N/A 

Subordinate positions: N/A 

Interface with: Sole Administrator, Directors, Managers, various employees 

Experience rating: 5+ years 

COR: 264218 

Latest update: 2017.02 

    

Role & Responsibilities Outline: 

The Technical Writer is responsible for developing and editing documents and reports per 
management needs, requirements and specifications, including online help, user guides, white 
papers, design specifications, system manuals and other documents. She / He has a deep insight 
and a thorough knowledge of the internal management and reporting systems to be able to produce, 
as accurately as possible, reports and documents in compliance with pre-established company 
standards.  

The Technical Writer is responsible for developing and editing technical documentation, technical 
specifications, philosophies, plans, arrangements and other project documents together with project 
team. 

Technical documents and pieces of writing can be issued in many working formats: .doc, .pdf, .ppt, 
on various media, upon interviewing engineers, management representatives as well as other subject 
matter experts.  

The Technical Writer can approach any subject that needs further explanation for a clearly 
established, yet diverse, target audience such as: company staff, business people, engineering 
personnel, etc.  

 

The Technical Writer roles and responsibilities include:   

A. Technical Writing/Communication 

1. Observe working method and information flow within the organisation to include all relevant 
information in the output documents;  

2. Analyse developments in specific field to determine need for revisions in previously published 
materials or for creation of new materials; 

3. Conduct research to create requested documents, reports and presentations:  

 analyse subject and audience; 

 interview subject matter experts and gather information; 
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 conduct research necessary to retrieve relevant information; 

 study relevant documentation (drawings, specifications, mock-ups, and product samples 
and read journals and other material) to become familiar with the subject; 

4. Confer with any relevant persons involved in document development to establish technical 
specifications and to determine subject material to be developed for publication; 

5. Prepare and develop documents/reports/presentations that are accurate, complete, 
unambiguous, and as concise as possible; 

6. Select photographs, drawings, sketches, diagrams, and charts to illustrate material; 

7. Edit, standardize, or make changes to material prepared by other company employees; 
rephrase or translates information from/in Romanian or English; 

8. Organize material and complete writing assignment per set standards regarding logical order, 
clarity, conciseness, style, terminology and order of priority in the documentation package; 

9. Make sure that the written material has the correct layout for publication; 

10. Apply documentation and records management principles for work files and their revisions; 

11. Analyse input data for assigned documents and recommend revisions or changes in scope, 
format, content, and connections with other documents or subjects; 

12. Produce summary or presentations of documents prior to delivery; 

13. Prepare and deliver presentations targeting different types of audience; 

14. Manage assigned writing projects to meet set deadlines; 

15. Report weekly on status of documentation tasks; 

16. Organize and deliver technical writing training sessions or workshops and sharing of best 
practices in this area; 

17. Upon request, attend meetings with management or project to write the Minutes of Meetings. 

B. Training and Development  

18. Maintain ICE CVs data base updated and compliant to company standards requirements; 

19. Assess the English language level of competence of the company’s employees, including of 
the new hires; 

20. Prepare and manage the in-house English language training programmes. 

 

The Technical Writer shall maintain confidentiality on all data, documents and information used in 
performing assigned tasks and / or obtained while performing assigned work under his employment 
contract. 

This Job description has been designed to indicate the general nature and level of work expected to 
be performed by employees within this position. The actual qualifications, duties, responsibilities, 
activities and deliverables may vary based on assignment or project and are not limited to those 
listed. 

Job Descriptions are not intended to reflect all duties performed within the job. 
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Qualification & Competencies Requirements: 

 Bachelor’s Degree, preferably in Philology, Foreign Languages (English); 

 Practical insight into communication activities /text writing in an English-speaking 
environment; 

 Sound knowledge of technical writing/communication principles; ISTC or STC certification is 
a plus; 

 Native speaker or proficiency in English (C2); 

 Advanced computer skills especially: MS Office (Word, PowerPoint, Excel, Outlook); 

 Outstanding editing skills; 

 Project management skills.  

 

Communication & Interpersonal Skills: 

 Excellent oral and written communication skills;  

 Inquisitiveness, attention to details and thoroughness, flexible thinking, creativity and open 
mindedness; 

 Analytical thinking and the ability to synthesize information;  

 Interpersonal skills and the ability to interact with all levels in the organization;  

 A demonstrated ability to work within tight deadlines/Ability to effectively prioritize and execute 
tasks in a high-pressure environment; 

 Customer-focus attitude; 

 A demonstrated ability in information design and architecture. 

 


