
Clark Atlanta University 

Job Description 
 

Position Title: Technical Writer 

Department: Center for Cancer Research and Therapeutic Development (CCRTD) 

Reports To: Ms. Priscilla Bakari (Senior Director of Administration and Operations) 
    

 

The following statements are intended to describe the general nature and level of work to be performed.  
This description is not intended to be construed as an exhaustive list of all responsibilities, duties and 
skills required of personnel so classified. 

 

General Function (Description): 

 
The role of the Technical Writer is to facilitate and assist CCRTD investigators with development of proposal 

applications, project plans and manuscripts as well as appropriately respond to requests for proposals.  The 

Technical Writer will assist junior-level and post-doctoral researchers with developing ideas, editing, 

proofreading proposals, and creating on-line training materials that present data in the best medium for 

proposal and manuscript development and preparation.    

 

Examples of Duties and Responsibilities: 

 
 Facilitate and assist investigators with proposal preparation, project plans, and manuscripts that 

appropriately respond to proposal requests. 

 Support junior-level investigators and post-doctoral fellows with developing ideas, editing, 

proofreading, etc. to present data in best medium for proposal and manuscript development and 

preparation. 

 Create on-line training materials to improve technical writing skills of senior and junior-level 

investigators that increase the probability of successful funding of proposal applications and 

improvement in the overall quality of manuscripts. 

 Provide oral and/or Power Point assistance to investigators with editing and reviewing of writing 

projects for quality and professional consistency. 

 Assist with grant proposals to government, foundations and other private organizations. 

 Assist with grant requests, including letters, proposals, presentations, and publications. 

 Maintain calendar to ensure timely submission of proposal deadlines, reports, etc. 

 Prioritize projects to keep multiple projects moving in a timely manner, meet deadlines and manage 

multiple proposals. 

Knowledge, Skills and Abilities 

 Must have complete understanding of the research program and keep in contact with investigators to 

check progress and provide progress report to the Senior Director of Administration and Operations. 

 Be detailed oriented and have excellent writing and editing skills. 

 Possess good oral communication skills. 

 Ability to work with individuals of diverse backgrounds and ethnicity. 

 Skilled at coordinating multiple projects and meeting proposal deadlines. 

 Knowledge of computer operations (Microsoft Office Word, PowerPoint, Excel and Publisher) and 

ability to learn related software. 

 Possess excellent organizational skills and be able to produce quality work within tight time 

constraints. 

 Team-oriented, with excellent interpersonal skills. 



 General knowledge of technical and scientific communications would be helpful. 

 Ability to work under pressure with minimal supervision. 

 

Minimum Hiring Standards 

 

Education Master’s degree preferred in Business Communications, 

Journalism, English, or related experience. 

Years of Experience Required A minimum of 5 years professional technical writing 

experience. 

Years of Management/Supervisor 

Experience 

 N/A  

 


