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JOB DESCRIPTION


	Position: Product Document Writer 

	Location:
	Bellville, Cape Town:

Clickatell, a Sequoia-backed global leader in mobile communications specializing in bulk messaging services and SMS gateway connectivity to enterprises, is looking for an Product Document Writer to join our dynamic online marketing team in Durbanville, Cape Town, performing advanced new media marketing in International markets.

	Date:
	December 2009

	Reporting To:
	Head of Products: Online

	Reporting to You:
	None

	Purpose
	Responsible for ensuring that the product strategy of the company is met through the creation and updating of all the product documentation and product related website copy as well as assisting the with product management related functions when required.

	Key Responsibility Areas:
	· Generate and/or update all product related documentation including but not limited to application forms, help guides, installation guides, technical guides and product collateral for all new and existing products

· Work with Engineering to generate technical documents for all new products and update existing technical documents when required

· Prepare and update all product related help information and FAQs on the website 
· Ensure that all relevant customer facing documentation is kept current on the website with the updating of products and new products launched
· Monitor user feedback and complaints via the CRM system and prepare written reports and recommendations
· Assist with the testing of Online products and research of market trends from time to time

· Liaise with marketing and product marketing divisions on product launch, promotions and preparation of collateral

· Assist with the preparation of reports and presentations when required

· Produce weekly and monthly reports as required

	Core Competencies:
	· Excellent Written Communication: ability to write clear and concise product documentation, web copy, help files etc.

· Customer focus: understand customer needs and focus on ensuring that the customer always comes first.

· Team Working: able to work reliably and responsibly with internal and external colleagues, customers and partners with a view to provide product documentation that satisfy the customer

	General Competencies:
	· Computer literate (MS Office, MS Project and e-mail) with expertise in appropriate document generating applications.

· Foresight, analysis and logic, systematic and orderly planning, attention to detail

· Ability to take complex technical information and convert it into simple-to-read, informative documents

· Problem solving skills and analytical abilities

	Experience and Education:
	· Minimum of 3 years experience in document or website copy and/or technical writing

· Experience in market and customer analysis and research

· Have completed a tertiary education in marketing and/or journalism

· Experience in the mobile or internet industry

	Personal Characteristics:
	· Results oriented and creative

· Attention to detail

· Self driven, with entrepreneurial leanings

· Good communicator

· Good interpersonal skills 

· Positive outlook on life

· Assertive nature

· Logical thinker

· High levels of initiative

· Work in a team, with a high degree of responsibility

· Work well under pressure and to meet deadlines

	Special Requirements:


	· Regular and on time attendance

· From time to time you will be required to work outside of normal working hours.

	Note:
	· To perform this job successfully, the individual must be able to perform each essential duty satisfactorily. The requirements listed above are representative of the knowledge; skill and/or ability required and are not intended to be an exhaustive list of all duties and responsibilities associated with this job.

· You will be required to perform all reasonable duties assigned to you or related or incidental to the proper completion of your job tasks.

· During a colleague’s leave of absence from the company or during month end or peak business periods, you may be required to perform other job tasks upon reasonable request from your line manager.

· Relocation costs (if applicable) will be for own account.


Closing date:           29 December 2009
Email:Shaakira.samaai@clickatell.com

