SOCIETY OF PETROLEUM ENGINEERS

Job Description

Job Title: 


MG-Assistant Technology Editor (PT)                  

Reports To: 


Senior Manager Magazines/Editor

SUMMARY 

Condenses SPE technical papers to 2-page summaries for JPT. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Writes and edits copy as assigned.

· Meets grammatical and style standards.

QUALIFICATION REQUIREMENTS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Bachelor's degree and five years' related experience, preferably in engineering, specifically in the oil and gas business.

LANGUAGE SKILLS 

Ability to read and interpret technical papers. Strong verbal and written communication skills. Knowledge of oil and gas industry language, jargon, and conventions. 

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

OTHER SKILLS AND ABILITIES 

· Good written communication skills

· Computer literate

· Ability to work with others

· Detail-oriented

· Ability to work within deadlines

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  
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