
UNIVERSITY OF SOUTHERN CALIFORNIA

Technical Writer (General)

Job Code: 129041

OT Eligible:

Comp Approval:

Collates information from various sources and utilizes leading practices to create, evolve and 
publish technical documentation. Evaluates existing documentation and adjusts content as 
necessary, working closely with content owners. Distills complex, technical topics into clear, 
readable documents, and builds strong relationships with content owners and technical subject-
matter experts.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

9/24/2021

______ Gathers understanding of business operations to create documentation driving 
efficiencies and continuous improvements. Assists experts in relaying complex 
information into consumable content (e.g., text, pictures, diagrams). Applies design 
and layout knowledge to ensure content is presented appropriately both visually 
and comprehensibly. Quickly absorbs and understands functional and technical 
processes, gathering information from experts and analyzing and translating 
information into technical documentation.

______

______ Builds strong working relationships with cross-functional areas of the university. 
Consistently communicates to incorporate ideas and feedback into work products. 
Consults with technical, project and quality stakeholders to establish scope, intent, 
audience, and nature of documentation, ensuring content is tailored to target 
audience. Raises areas of confusion to gather clarity with stakeholders and team 
members.

______

______ Adjusts documentation (e.g., policies, standard operating procedures, process 
maps) to best meet the needs of the organization, stakeholders and target 
audience. Develops content consistent with the voice of the university. Uses hands-
on approach to the processes and technologies being documented. Utilizes new 
approaches, as needed, to achieve best outcomes. Conducts research on industry-
related topics in order to adjust and develop technical content.

______

______ Aligns work products to university values and expectations. Enhances and expands 
current documentation to provide a variety of learning tools, support information, 
and business documentation for stakeholders and customers. Promotes an 
environment that fosters inclusive relationships and creates unbiased opportunities 
for contributions through ideas, words, and actions that uphold principles of the 
USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

3 years

Preferred Education:

Bachelor's degree

Preferred Experience:

5 years

Minimum Field of Expertise:

Experience with technical writing, communications, and/or content development. Ability to 
develop high-quality documentation written in explanatory and procedural styles for multiple 
audiences. Ability to quickly grasp complex technical concepts and make them easily 
understandable through a variety of mediums (e.g., text, visuals, videos). Ability to translate 
technical information into clear, concise, and effective documentation for both technical and 
non-technical audiences. Ability to work and communicate cross-functionally with subject 
matter experts across the university to gather information, incorporate feedback, and 
iteratively refine content to maintain relevance. Demonstrated organizational skills, 
analytical skills, and the ability to think strategically and creatively. Team-oriented self-
starter with the ability to work independently and proactively. Ability to provide support and 
guidance as needed on projects. Ability to exercise discretion with confidential information. 
Excellent written and oral communications skills and exemplary attention to detail. 
Proficiency with Microsoft Office and other document editing tools (e.g., Word, Visio).

Preferred Field of Expertise:

Bachelor’s degree in computer science, engineering, communications or related field. 
Experience in higher education. Experience analyzing business processes and identifying 
process improvements. Experience developing process maps, flow charts and other 
process documentation. Ability to drive the development and modification of HR guidelines, 
procedures, policies, and documentation.
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The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


