
Technical Content Writer and Editor 

Summary of Position 
BQMI	is	seeking	an	experienced	technical	writer	capable	of	reviewing	and	edi:ng	technical	and	
non-technical	content.	Experience	with	promo:onal	wri:ng	a	plus.	The	qualified	writer	will	
apply	consistent	voice,	check	for	correct	grammar,	and	use	various	style	guides.	The	ability	to	
understand	highly	technical	informa:on	and	repurpose	it	into	news	ar:cles	and	other	products	
for	the	NASA	community	is	required.	The	writer	will	review	and	revise	new	and	exis:ng	
technical	documents,	such	as	policy	documents	and	manuals,	for	style	and	quality.	This	
requires	a	comprehensive	understanding	of	style	guide	and	gramma:cal	rules	and	the	ability	to	
discuss	recommended	edits	with	technical	content	owners.	This	posi:on	supports	the	NASA	
Safety	Center	(NSC)	and	its	parent	organiza:on,	the	Office	of	Safety	and	Mission	Assurance	
(OSMA).	This	posi:on	will	support	the	Knowledge	Sharing	and	Analysis	Office	(KSAO),	
specifically	the	Informa:on	Dissemina:on	team.	The	writer	will	report	through	BQMI	
management	at	the	NSC,	located	in	Cleveland,	Ohio.		

The	mission	of	the	NSC	is	to	provide	Safety	and	Mission	Assurance	(SMA)	training	and	
development	exper:se;	informa:on;	verifica:on;	and	analysis	to	enable	collabora:on	and	
learning	while	promo:ng	a	safe	workplace	and	successful	programs	and	projects.	The	NSC	
vision	is	to	be	NASA’s	preeminent	resource	for	SMA	exper:se,	data	and	tools.	KSAO,	the	
primary	office	supported	by	this	writer,	enables	the	other	NSC	func:onal	areas	(offices)	and	
provides	the	infrastructure	and	IT	support	services	to	support	the	NSC	missions.	KSAO	also	
enables	NASA	centers	to	learn	from	each	other’s	successes	and	mishaps	by	capturing	SMA	
knowledge	and	experience	from	across	the	agency.	Addi:onally,	KSAO	provides	data	
management,	analysis	and	trending	of	SMA	data.	

Essential Duties & Responsibilities 
• Review,	edit	and	rewrite	por:ons	of	technical	documents	wriTen	by	subject	maTer	experts	

to	improve	gramma:cal	quality	and	consistency.	Provide	explana:ons	of	recommended	
updates,	as	necessary.		

• Review	and	correct	spelling,	grammar,	and	punctua:on.	
• 	 Correct	inconsistencies	in	capitaliza:on,	compounding,	number	style,	

abbrevia:ons,	and	sequence	of	anything	alphabe:cal	or	numerical.	
• Put	text	into	a	specific	style	(Associated	Press,	Government	Publishing	Office	and	

local	style	guides).		
• 	 Rewrite	to	make	parallel.	
• 	 Replace	passive	construc:ons	with	ac:ve	voice,	when	appropriate.	
• Evaluate	tone	and	organiza:on.	
• Rework	awkward	sec:ons.		
• Eliminate	redundancies.	

• 	 Provide	technical	wri:ng	services	for	all	phases	and	finaliza:on	of	technical	documents	
• Integrate	reviewer	comments	and	resolve	all	ques:ons	arising	from	reviews	Manage	the	

review	process	and	produc:on	with	other	team	members	(e.g.,	designers,	videographers)	
and	also	customers	for	developed	pieces.		

• Develop	content	for	a	variety	of	deliverables	to	communicate	key	messages	about	NSC	and	
OSMA	products,	services	and	strategies	for	NASA’s	SMA	audience.		

• Research,	write,	edit	and	publish	content	online	through	a	Content	Management	System;	
content	may	include	ar:cles,	case	studies,	presenta:ons,	reports,	videos	and	more.		
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• Extract	informa:on	from	interviews,	technical	documents	and	metrics	for	use	in	NSC	and	
OSMA	products.	

• Provide	support	to	other	NSC	offices	and	OSMA	discipline	and	program	owners	to	achieve	
their	communica:on	goals.		

• Track	and	priori:ze	work	to	assure	that	quality	and	:me	requirements	are	met,	keeping	
projects	and	tasks	updated	as	work	progresses.	

• Contribute	content	for	required	reports.		
• Build	and	maintain	close	working	rela:onships	with	NSC	and	OSMA	customers	to	

understand	communica:on	needs	and	assist	with	communica:on	strategies.	
• Build	and	maintain	in-depth	knowledge	of	the	NSC	and	OSMA	organiza:on’s	products,	

services,	strategies	and	opera:ons.		
• CraW	crea:ve,	unique	and	relevant	online	content.		
• Conduct	peer	reviews	of	content	from	other	writers.	

Essential Skills 
• Superior	command	of	the	English	language.	
• Demonstrated	ability	to	leverage	rela:onships	with	stakeholders	to	assemble	materials,	

gather	project	details,	and	meet	deadlines.		
• Strong	research	skills	including	gathering	and	analyzing	data	from	mul:ple	sources	(subject	

maTer	experts,	project	managers)	to	develop	content.		
• Ability	to	manage	mul:ple	high-priority	projects	and	communicate	conflicts.	
• Ability	to	quickly	learn	new	systems,	including	Content	Management	Systems	and	project	

management	systems.	
• Experience	working	with	and	applying	content	style	guides.		
• Experience	reviewing	and	revising	new	and	exis:ng	technical	documents,	such	as	policy	

documents	and	manuals.	
• Experience	working	with	all	levels	of	an	organiza:on,	including	leadership.	
• Background	in	science	or	technology	a	plus.	

Experience/Education 
• A	minimum	of	5	years	of	relevant	experience		

• Bachelor’s	degree	in	communica:ons,	journalism,	English	or	related	field	

• Experience	in	an	engineering,	technical,	or	research	environment	a	plus	

• Knowledge	of,	or	ability	to	learn,	subject	maTer	of	a	scien:fic	and	technical	nature	

• Previous	experience	working	in	a	NASA	or	federal	government	environment	preferred	
• Proficiency	in	MicrosoW	Office	applica:ons;	experience	with	Adobe	Crea:ve	Suite	or	

Crea:ve	Cloud	products	a	plus	

• Experience	with	Content	Management	Systems	preferred	
• Demonstrated	experience	wri:ng	a	in	a	variety	of	styles	(voices,	products,	etc.)	
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Personality or Self-Management Skills 
• Ability	to	interface	with	high-level	customers	in	a	respecZul	and	professional	manner	

• Detail-oriented	with	the	ability	to	follow	specific	direc:on	

• Ability	to	manage	mul:ple	projects	at	once	

• Willingness	to	learn	new	tools,	technologies	and	systems	

• Self-mo:vated,	self-starter	

• Collabora:ve	

• Strong	analy:cal,	planning,	organiza:onal	and	:me	management	skills	

• Ability	to	work	with	minimal	supervision	

Samples of work required.  

To apply please submit a current resume and cover letter to: 	
Banner Quality Management Inc. 
Human Resources 
hr@bqmi.com 

BQMI is an equal opportunity employer. All applicants will be considered for 
employment without attention to race, color, religion, sex, sexual orientation, 
gender identity, national origin, veteran or disability status.  

Due to contract requirements, U.S. citizenship is required to obtain access 
to government facilities and systems. 

FRM-HRS-021, Rev 2  Page  of  3 3

mailto:hr@bqmi.com

