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 Summary

· 28 years writing, editing, training and instructional design experience in software, service, retail, manufacturing, and academia

· Master's Degree in Technical Writing, specialization in Training

· Materials created for on-line, print, web, video, and computer based training

· Work collaboratively or independently

· University teaching experience

· 75% fluent in Spanish

Work Experience

July, 2012 – Present                               Genworth Financial, Lynchburg, VA                         Senior Technical Writer

Contract documenting procedures for Life and Annuity call and processing center.

March, 2012 – Present          Millennium Challenge Corporation, Washington, DC           Senior Technical Writer

Short-term contract creating/editing systems and process/procedure documentation.


April, 2012 – June, 2012           Computer Consulting Services, Chantilly, VA                      Senior Technical Writer

Short-term contract editing/formatting proposals for contracts.


March, 2012 – May, 2012           Duty First Consulting, Washington, DC                    Change Management Trainer

Short-term contract conducting Change Management Training for Veterans Administration employees.

July, 2007 – Sept, 2011           Frontline Test Equipment, Charlottesville, VA           
Senior Technical Writer

(1) Create on-line help, policies and procedures, technical requirements, user guides, illustrations, and other materials for ten new and existing wireless communication protocol analysis applications for multiple audiences using Microsoft Suite, RoboHelp, Adobe Suite,  PowerPoint, and Captivate.

(2) Create electronic and print training programs for external and internal customers for software applications using Captivate, Adobe Suite, and PowerPoint.

(3) Support Engineering, Training, Human Resources, and Marketing with diagrams, checklists, procedures, newsletters, brochures, and sales documents.

(4) Conduct training sessions on new software applications.

July, 2005 – June, 2007        
       Inova Solutions, Inc., Charlottesville, VA
               Senior Technical Writer

(1) Create on-line help, policies and procedures, requirements, and system architecture documentation for multiple software communication applications and multiple audiences using Microsoft Suite, Adobe Suite, RoboHelp, and Captivate.

(2) Create electronic and print training programs for external and internal customers for software applications using Captivate, Adobe Suite, and PowerPoint. 

(3) Support Information Technology, Training, Sales, and Manufacturing with equipment diagrams, checklists, job descriptions, procedures, and flow charts.

(4) Conduct training sessions on new software applications.


Feb, 2005 – June, 2005
             CFA Institute, Charlottesville, VA
             Technical Writer

(1) Analyze, enter, and edit data for disaster recovery plan: Living Disaster Recovery Plan System (LDRPS).

(2) Administer plan to new users.

(3) Support Information Technology with equipment diagrams, checklists, descriptions, and procedures.




                   

July, 2004 – Dec, 2004              Anthem Blue Cross and Blue Shield, Richmond, VA
Senior Technical Writer

(1) Create and edit documents for CMMI Level II Initiative: process maps, process descriptions, procedures, status reports, checklists, project plans, and presentations.




(2) Create project templates for reports, checklists, descriptions, and procedures.      


Sept, 1999 – Jan, 2004
                Lexis-Nexis Law Publishing, Charlottesville, VA
Senior Technical Writer

(1) Create and maintain on-line help, test plans, and other user documents for 15 separate SGML applications.



(2) Revise HTML on-line help files created by other writers.



(3) Create and edit software functional specifications, system requirements, system architecture, and test plans.

(4) Create and maintain XML documentation: style sheets, elements, and attributes.





(5) Assist Training Department in developing and implementing training plans and materials.

Sept, 1997 – Aug, 1999          University of Texas Health Science Center, San Antonio, TX           Technical Writer

(1) Research, write, and edit print and on-line software documentation.

(2) Create and maintain web site.

(3) Write and produce promotional/training video.

(4) Create graphics to support publications.

Sept, 1996 – Sept, 1997

                  SAIC, San Antonio, TX                         Technical Writer/Training Specialist

(1) Write and edit computer based training programs for medical software.

(2) Write and edit technical documentation.

(3) Create graphics to support other developers.

Nov, 1992 – Sept, 1996                Builders Square , San Antonio, TX                Technical Writer/Training Specialist

 (1) Research, write, and edit technical/sales training videos.

 (2) Research and write printed technical/sales training programs.

 (3) Support Corporate Trainers in training development.


Sept, 1984 – Mar, 1992          R.R. Donnelley & Sons/Various Locations        Technical Writer/Training Specialist

(1) Research, write, and edit technical training programs for printing technology.

(2) Research and write training programs for Computer Services, Customer Service, Pricing, Manufacturing, and Human Resources.

(3) Perform needs analysis for support areas and manufacturing.

(4) Conduct training sessions for software applications.


Software Applications Used


Web Design: FrontPage, SharePoint                  


Computer Based Training: Captivate, Authorware

Graphics: Visio, Corel Draw, Adobe Illustrator/Photoshop
On-line Help: RoboHelp, Doc-To-Help, Madcap Flare

Desktop Video Editing: Premiere, Camtasia, Captivate            
Office Suite: Word, PowerPoint, Project, Excel

Desktop Publishing: Adobe InDesign, Framemaker

Resource Management: Rational Rose, Serena

Adobe Acrobat Suite

Education

1982 – 1984    Master of Arts: 
Technical Writing with a specialization in Training







 Bowling Green State University

1976 – 1980
Bachelor of Arts: 
English with a Journalism Minor







Glenville State College


