Critical Elements for Technical Writer/Editor - 1083
A. Develops and completes writing assignments on complex scientific topics.  Writes clearly, logically, and persuasively for a diverse range of scientific, non-scientific, and administrative audiences.  The written products may include, but are not limited to: review articles and summaries of research findings; booklets, fact sheets, pamphlets, and brochures; speeches and presentations; public service announcements and health education campaign materials; press releases and media advisories; correspondence; content for websites; and routine and special reports.  Demonstrates effective skills through the following:
· Drafts written products with minimal errors within specified deadlines.  
· Effectively organizes and expresses complex scientific concepts.
· Presents information in a tone and style commensurate with the target audience. 
· Explains clearly IC, NIH, DHHS policies attendant to scientific findings or research administration.  
· Employs available technology and information resources in drafting written products.
B. Employs high-quality editorial skills in the review of written materials developed by research program officials and senior administrators.  Demonstrates effective skills through the following:
· Proofreads written products with minimal errors within specified deadlines.  
· Demonstrates familiarity with, and uses, standard proofreading symbols.
· Maintains strict control over all versions of products under development.
· Recommends edits and modifications to avoid misinterpretation by the target audience.
· Rewrites scientific and administrative information for new audiences while maintaining accuracy.
· Follows the editorial style and format requirements specified for a given written product.
· Employs high-quality visual presentation skills in page design and layout.

C. Demonstrates familiarity with key scientific subjects of importance to the IC.  Participates in activities that promote the understanding of important scientific concepts and current research advances, as well as those that expand important writing and editing capabilities.  Demonstrates effective skills through the following: Written communication skills: one meeting attended to record minutes; one Standard Operating Procedure, paper, article and/or announcement written
· Conducts research of background literature as needed to develop well-written products.  
· Reads and reviews scientific literature covering the fields of interest to the IC.  
· Attends scientific seminars and presentations relevant to the research of the IC.  
· Participates in conferences, courses, meetings, and workshops designed to enhance writing and editing skills.  
