Ann Armor Clarke

	7715 Cherokee Road,  Richmond, VA  23225

PHONE  804.272.2134 (home) & 804.350.0145 (cell)
E-MAIL  aaclarke@yahoo.com

	Professional Summary

	
	Experienced instructional designer for Bank of America and Genworth
Trained in adult-learner needs

Lead technical writer, working with upper management

Commended for excellent customer relations

	Professional experience

	
	2012                 Veredus
Richmond, VA

Technical Writer (Contractor on site at SunTrust)
· Converted existing documents to current template format.
· Worked with SMEs to understand material and ensure accuracy of information in new format.

	
	2012                 UNOS (United Network for Organ Sharing)
Richmond, VA

Trainer / Educator (Temporary)
· Wrote and updated documentation for a redesigned computer system.

· Edited and updated existing documentation according to accepted style guides.

· Wrote and sent notifications to company personnel, announcing system changes.

	
	2010 - 2011      eTelic, Inc.
Glen Allen, VA

Documentation Lead
· Oversaw development and delivery of user and system documentation for customer (U.S. military).  Included determination of audience for materials, writing to level of audience, scheduling and monitoring of work, delivery of product, and maintaining good customer relations.
· Developed user guides for U.S. Navy software.    Developed standards for eTelic – technical writing and documentation.  Developed templates for documents.
· Provided direction to other writers regarding technical issues.  Liaison between writers, clients, and management.
· Meeting mediator - negotiated in-house planning meetings, bringing consensus to the table.


	
	2008,  2010      Genworth Financial, Inc.
Richmond, VA

Senior e-Learning Developer (Full-time contractor through TecHead)

· Developed e-Learning courses for new hire orientation, insurance fraud, and employee conduct.

· Project Manager for work performed by overseas vendor.  Ensured accuracy, completion by due date, and adherence to company standards and project requirements.

· Developed e-Learning Design Guide for Genworth course developers.

· Worked with internal partners to plan new training.

	
	2004 – 2008     Shaw Systems Associates, Inc.
Richmond, VA

Technical Writer

· Responsible for 17,000 pages of documentation for proprietary financial software.  This included system / user documentation, install guides, and training documents maintained in adherence to Business Communications Guidelines (style guide).

· Wrote comprehensive procedure (two separate manuals) for performing this job.
· Consulted with product managers, business analysts, and developers in the process of maintaining the material.
· Met regular, tight deadlines.

· Maintained concurrent CBT courses for same products.

· Reviewed work of other company employees and contractors for adherence to communications guidelines.

· Adept at translating technical jargon into simple explanations and instructions.  Communicate well, both orally and in writing.

· Experience with Agile process.

	
	1990 – 2003     Bank of America
Richmond, VA

 Instructional Designer / Developer, Technical Writer & Graphics Designer (Officer)
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Designed and developed computer- and web-based training (CBT and WBT) courses, teaching the use of Bank of America computer systems and softwares. Consulted with clients, performed needs & audience analyses, scripted and authored material, and deployed to intranet.  Proficient in use of CBT and WBT development tools.  Developed and maintained marketing materials, technical documentation, user guides, and reference materials.
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Created visual design of web-based training courses.
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Trained in and adherent of adult learning principles.  User of ADDIE instructional model.
[image: image4.png]



Proficient at handling multiple priorities in a deadline-driven environment.
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Developed and maintained excellent relationships with internal business partners and outside contacts.
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Was requested – by reputation / track record - for assignment by other departments.

	Software/applications/process experience

	
	Highly proficient in Microsoft Word 2010.  Proficient in Microsoft PowerPoint and Excel, Articulate Presenter, Quizmaker, Engage, Adobe Acrobat, Folio, RoboHelp, Authorware, Demoshield, Snagit, Information Mapping, Outlook, and ADDIE process (adult education).  Experience with:  Captivate, Dreamweaver, Flash, HTML, FrontPage, Microsoft Publisher, Visio, Photoshop, PaintShop Pro, drawing tablet, Agile process, SharePoint.  ITIL certification.  Several years’ experience evaluating / recommending software.


Awards received

	

	
	Bank of America Technology Training Leadership Award

Bank of America Customer Experience Leadership Bronze Medallion Awards (2)

Bank of America Customer Experience Leadership Award certificates

	Education

	
	University of North Carolina at Greensboro (UNC-G) - B.A. in Psychology
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