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Professional Experience

GDIT, Westminster, CO






May 2009 to May 2014

Sr. Technical Writer/Editor

· Researched and fact checked; developed, wrote, co-wrote, and edited reports, CONOPs, processes, SOPs, proposal drafts, and Knowledge Base content; designed and wrote Knowledge Management Style Guide for Knowledge Base authoring; designed imagery for General Dynamics’ two multi-year prime contracts supporting U.S.  Citizenship and Immigration Services, requiring Secret Clearance/Public Trust and ITIL V3 Foundation and Intermediate Certification. Designed Style Guide and templates for Standard Operating Procedures.

· Coordinated and edited weekly and monthly status and accomplishment reporting of USCIS IT operations center (SOC, NOC, and Service Desk) and Field Operations regional team units to contract Director and for customer. Ensured reporting was complete and delivered by deadlines. Reduced managers’ review load.
· Documents created or revised include: 
· USCIS Remedy Knowledge Management Style Guide, USCIS Knowledge Management Standard Operating Procedure and Knowledge Base Authoring forms, 

· Dozens of Field Support Standard Operating Procedures, SNOC Procedural Checklists, Network Operations Center Standard Operating Procedures and process flowcharts, 
· USCIS Remedy V7 Release 2 Developer’s Guide, Design Document, and Remedy V8 User’s Guide
· USCIS Support Teams Orientation, Welcome to Westminster Operations Center, and a multitude of special promotional projects for USCIS IT Operations Center management.
· Organized and uploaded Library of Operations CONOPs, processes and SOPs our team developed on two contracts to Sharepoint site for repurposing on other contracts.

Purl Knit Cafe, Boulder, CO






Nov 2008 to May 2009
Food/Beverage Prep and Sales, Barista, Yarn Sales and Teaching, Cleaning

· Prepared, sold, and served foods and beverages.

· Taught knitting, stocked and sold yarns and knitting supplies.

· Provided friendly, welcoming service to community.

Progress Software/DataDirect, Morrisville, NC




Aug 2007 to Feb 2008

Technical Editor

· Within weeks of hire as Technical Editor for team of three Technical Writers, was assigned to write several books and to help Software Development and Documentation manager understand the technology of a new product under development. 

· Within three months of hire as "Editor", was assigned to unofficially write books that were assigned, officially, to the "Project Leader" who did not understand the product and technology.  

· Projects completed: Edited 3-writer doc sets, edited master index; assisted in deployment of documentation to Web, editing content pre-release and confirming online deployment of all docs (PDFs and HTML); converted third-party acquired content from Word 2000 to FrameMaker 8, and edited for compliance with style guide.

Kaplan Professional, Lake Forest, CA





Feb 2004 to Mar 2006

Manager of Curriculum

· Standardized curriculum among several acquired, former competitors providing adult, pre-licensing education. 

· Managed curriculum development project teams from drafts through production and delivery to course dates. 
· Created Microsoft Access application to analyze student evaluations of instructor performance and course materials, and created reports. 
· Created new curriculum, including exam questions and answer choices, and revised existing course materials. Produced course materials in thousands of PowerPoint slides. 

St. Joseph's College of Maine, Standish, ME




Mar 2003 to Oct 2003

Curriculum Editor

· Edited undergraduate- and graduate-level college course materials of arts, science, and mathematics subjects for classroom and Web-based courses. 

· Coordinated curriculum development projects from draft through production and delivery to course dates. 

· Prepared curriculum content for Web-based delivery in WebCT. 

· Revised student instructional materials, facilitating improved understanding and compliance.
GTS Services, Portland, OR






Sept 2000 to Mar 2001


Technical Writer/Help Author

· Designed and authored user's guides (using Microsoft Word, Ulead PhotoImpact, Adobe Photoshop and Illustrator) and 700-topic Help (using RoboHelp) for GTS' first Windows-based application. 

· Provided expertise to development team in GUI design principles learned at Digital Equipment Corporation and in Microsoft Windows application standards and trademark laws. 

· Trained junior writer in Help system design, logic, authoring, and RoboHelp. 

Education

· HTML and Web Authoring, 2000, University of CA San Diego

· Bachelor of Arts in Psychology/Computer Science, 04/1994, Rivier College, summa cum laude
Other Training

· Currently preparing for Madcap Flare certification

· Adobe TV and Adobe Certified Classroom Training (New Horizons): Creative Suite 6 InDesign, Illustrator, Photoshop; FrameMaker 11, Acrobat
· XML in Technical Communication; Single Sourcing – Building Modular Documentation; DITA guides
· DITA Architecting, Authoring, Editing, Converting

· ISO Compliance Audit Training, GDIT

· Microsoft Certified Training: Windows, Word, Access, PowerPoint, Excel, Outlook
