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WORK ROLE: 27AC
WORKROLE TI TLE: Editor

WORKROLE DESCRI PTI ON:
Editors produce and edit docunents for accuracy, conpleteness, organization, content and conpliance with | anguage,
style, publication, format, and presentation standards. They process and di ssem nate docunents in nmany hardcopy,
softcopy, and web formats ensuring conpatibility with a variety of conputer systens and tel ecommuni cati ons networks.
Editors format docunments, verifying portion markings and overall classification of intelligence products. They al so
wite reports, briefings, articles, and procedures.

CDNI_ CORE COVPETENCI ES FOR ALL EMPLOYEES OF THE | NTELLI GENCE COVMUNI TY:

Adaptability Bui | di ng Prof essi onal / Techni ca Cont i nual Lear ni ng
Creative Thinking Enterpri se Perspective Exploring Alternatives
| nf | uenci ng/ Negoti ati ng | nf ormati on Shari ng | nt erpersonal Skills
Mul ti-nmedi a Communi cati on Oral Communi cati on Policy and Directives
Resour ce Managenent Respect for Diversity Si tuati onal Awareness
Synt hesi s Witten Communi cation
WORKROLE FUNCTI ONAL COVPETENCI ES:

Skills
Advi si ng/ Consul ti ng Cust oner Service Dat a Managenent
Negoti ati on Process Anal ysis and | nprovene Qual ity Assurance
Resear ch/ I nformati on Gat heri ng St andar ds/ Pol i ci es Managenent

Know edges
Basic witing principles Edi ti ng techni ques Et hi cal conduct Gvt enpl oyees
I nformati on organi zation prins Medi a production processes NGA doc & pub prcdrs
NGA org, mi ssions, & vision NGA products and services NGA security plcy & prcds
NGA standard file nane convts NGA witing stds, style, fnts Proof readi ng t echni ques

Quality control & inspec prcds

EDUCATI ON/ LI CENSES/ CERTI FI CATI ONS:

A. Education: Bachelor's degree in Conmunications, English, Journalism or a related field. -OR B. Conbination of
Educati on and Experience: A conbination of education in any area listed in option A and experience that denonstrates the
ability to successfully performthe duties associated with this work. As a rule, every 30 senester (45 quarter) hours of
coll ege work is equivalent to one year of experience. Candi dates should show that their conbination of education and
experience totals to 4 years.
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