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	Job Title:
	Production Engineering Technical Author
	Job Holder:
	 TBD

	Division:
	Operations
	Grade:
	AN


	Job Purpose:  

	To create, maintain and manage manufacturing documentation throughout the product lifecycle, ensuring documentation is accurate, configuration controlled and aligned to approved product definitions. The role acts as the focal point for production documentation management, PLM configuration control, tooling records and manufacturing data analysis.



	Key Responsibilities:
Primary Responsibilities
Manufacturing Documentation & Configuration Management

· Lead the creation, maintenance and continuous improvement of manufacturing documentation, including SOPs, Build Records and associated production documentation.

· Work closely with Production Engineering Technicians and Production Engineers to capture and document manufacturing methods.

· Ensure documentation is clear, accurate, repeatable and fit for purpose.

· Maintain configuration control of manufacturing documentation within PLM systems and Production Engineering document repositories, including revision management, document release and engineering change implementation.

· Ensure manufacturing documentation remains aligned to released engineering data, approved build methods and product definitions.

· Develop and maintain documentation templates, standards and structures to promote consistency and traceability across production activities.

Tooling Documentation & Control
· Administer and maintain the tooling register. 

· Control tooling identification, numbering and record management. 

· Ensure tooling records remain accurate, traceable and configuration controlled. 

· Support continual improvement of tooling management processes.

Manufacturing Data Analysis
· Collect, organise and analyse manufacturing data generated by Production Engineering and Manufacturing teams. 

· Produce reports, dashboards and performance metrics to support decision making. 

· Identify trends, recurring issues and improvement opportunities from manufacturing data. 

· Support continuous improvement activities through data-driven analysis.

Secondary Responsibilities

      Production Engineering Support

· Support Production Engineers in the creation and maintenance of manufacturing documentation.

· Assist with documentation activities during New Product Introduction (NPI).

· Participate in design reviews and manufacturing readiness activities where documentation input is required.

Continuous Improvement

· Identify opportunities to improve documentation quality, efficiency and accessibility.

· Support standardisation of production engineering processes and documentation.

· Contribute to digitalisation and automation initiatives relating to manufacturing documentation.

Training & Knowledge Management

· Support training activities relating to SOPs, Build Records and manufacturing documentation.

· Promote best practice in document creation, configuration control and revision management.

· Maintain documentation libraries and knowledge repositories.

Tooling System Management (Optional Future Scope)

· Take ownership of the company tooling management system.

· Support auditing, calibration status visibility and tooling lifecycle management.

· Drive improvements to tooling governance, traceability and utilisation.

	

	Qualifications and skills: 

Essential

· Experience creating and maintaining technical or manufacturing documentation.

· High level of accuracy and attention to detail.

· Strong document control and configuration management skills.

· Ability to interpret technical drawings, specifications and manufacturing information.

· Good organisational and data management skills.

· Proficient in Microsoft Office applications, particularly Excel and Word.

· Strong written communication skills.

Desirable

· Experience using PLM or document management systems.

· Experience within a manufacturing, engineering or production environment.

· Understanding of manufacturing processes and assembly methods.

· Experience with data analysis, dashboards and reporting tools.

· Knowledge of configuration control and engineering change processes.

	

	

	Reporting Line

The jobholder will report to the
	Production Engineering Manager

	Job Location


	Barnstaple

	Job Holder Declaration:

I accept the purpose and key result areas of my role with SEA are as outlined above.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
 

	Line Manager Declaration:

I confirm that the purpose and key result areas of this role are as outlined above have been agreed with me as line manager.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
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