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· Technical writing experience including software documentation, grant proposals, RFP’s and instructional manuals.

· Accurate and timely facilitator with strategic planning, customer service, supervisory and project management experience.

· Over 20 years computer training and use experience, experience with several proprietary database systems, expert in Microsoft Office programs

Relevant Skills and Experience

Technical Writing – Word, robohelp and pagemaker applications

· Co-author of several UC grants with funding at over 2 million dollars.

· Manager of Documentation and Training group producing technical guides and training materials for a proprietary billing application. Author of several end user guides.

· Created end-user documentation for a Siebel database implementation.

· Wrote consultant’s guide on how to market Occupational Safety and Health continuing education.

· Wrote responses to RFP’s including time, resources and budget components.

training/Facilitating

· Experienced facilitator for groups of all sizes, working in situations from small meeting to large classroom settings. Proficient user of the Compression Planning System and Grove graphic facilitation products.

· Certified GE Leadership Trainer for: Building Essential Leadership Skills (BELS), Change Acceleration Process (CAP), Effective Coaching, Facilitation Skills, Inclusive Leader Workshop, Influencing Skills, and Hiring the Right People.

· Achieve Global and DDI certified trainer in Leadership and Customer Service skills. Franklin Covey Focus, and Focus for Outlook certified as well. 

· Computer use trainer, on PC and Macintosh, since 1988. Excel, PowerPoint and Word at the advanced level as well as many other packages.  Trained end users on proprietary database systems for GE, Bluespring , and Omnicare.

· Adjunct Instructor, Office Information Technology Program, Raymond Walters College, University of Cincinnati.

· Developed and implemented a comprehensive training plan for NIOSH Educational ERC through the University of Cincinnati, College of Medicine, and Department of Environmental Health. 

Project Management

Across all job settings effective management of time, money and scheduling.

· Project lead for developing documentation and training materials for Bluespring’s proprietary CRM software.

· Led project to create materials and curriculum for training on a proprietary AS400 database program in partnership with IBM.. 

· Showed flexibility to change priorities to meet the needs of the project.

· Managed development staffs from 8-13 people.

· Coordinated company responses to proposed federal regulations on Good Laboratory Practices, Good Manufacturing Practices, FDA and EPA product issues.

	EXPERIENCE
	
	
	

	
	1/2012 to present
	Promenja Group LLC
	

	
	Consultant – Performance Management, 

	
	Consultant to ENT group at Colorado Children’s Hospital

	
	7/2000 – 12/2011
	Professional Development Institute, Raymond Walters College, University of Cincinnati
	

	
	Consultant – Performance Management, Computer Training, Marketing 

	
	· GE Leadership Trainer

· AchieveGlobal, DDI, LERN, Franklin Covey certifications to teach business soft skills. 

· Developed  communication materials for PDI programs.

· Working on new program and business development both in business soft skills and computer technical training.

· Software Instructor for  proprietary systems, Microsoft Office, and  internet classes 



	
	8/2000 – 7/2000
	Bluespring Software
	

	
	Manager, User Services - Documentation and Training

	
	· Managed a staff of 6 writers/trainers to produce documentation and training materials for a proprietary OSS billing software package.

· Created the project plan for the group as well as being an active writer and trainer on the project.
Lead the effort to develop training for the evolving software product. This involved creating the curriculum, developing lesson plans and delivering training.

· Functioned as the primary liaison for documentation and training to various management groups throughout the company including development, quality assurance, deployment, customer support, billing operations and marketing.

	 

	2/1998 - 8/2000
	Self Employed
	

	 

	Software Trainer, Project Mgr, Technical Writer, 

	 

	· As project manager for development of a training program for a proprietary database, wrote responses to RFP's, created change orders, wrote and present update reports. Kept track of project requirements in Microsoft Project. Created format for module development of curriculum and developed courses. Led train the trainer sessions.

· Taught computer software applications at local companies including Staples Call Center, Sun Chemical, Lancaster Colonies, Mercy Health Systems. This training was all PC-based on Office products. 

· Lead Trainer for a Siebel implementation at GE Aircraft Engine Sales. This position included writing course materials and delivering training to GE employees worldwide.

	 

	8/1994 - 2/1998
	Bethany School
	Cincinnati, Ohio

	 

	Writing Lab Teacher and Technology Coordinator

	 

	· Taught computer-based writing class to students, 4-8 grades. 

· Led the school's technology initiative, wrote technology plan, worked with teachers on choosing software and learning how to use the computers, including production of training materials.




	 




	9/1989 - 8/1990
	Greater Cincinnati Occupational Health Center
	Cincinnati, Ohi

	 

	Training Manager

	 

	· Created and produced marketing materials for hazardous waste worker training and wrote a grant to secure funding for hands-on worker training activities. 

· Coordinated union hazardous waste worker training program. Marketed classes, scheduled trainers, grant writing, course development, budget and course evaluation.




	 

	6/1988 - 9/1994
	Self Employed
	Cincinnati, Ohio

	 

	Trainer and Technical Writer 

	 

	· Taught computer software programs on both Macintosh and PC. Expert level in all Office products, experience with drawing programs, PageMaker and FileMaker Pro. Developed and taught special topics as needed. Produced course materials with detailed hands-on instructions for clients.

· Produced a manual for ERC Continuing Education Directors on how to market occupational safety and health training courses. 


	 

	5/1984 - 1/1988
	University of Cincinnati
	Cincinnati, Ohio

	 

	Director, ERC Continuing Education

	 

	· Directed a continuing education program for health and safety professionals. In this role, I wrote successful grants to receive additional funding for training programs for asbestos workers (State of Ohio) and hazardous waste worker training (Federal) as well as securing yearly funding for the active CE program. 

· Duties included scheduling, budget, grant writing, curriculum development, contractor scheduling, marketing materials development, registration and evaluation.

· 

	 

	8/1976 - 9/1980
	Procter and Gamble
	Cincinnati Ohio

	 

	Products Research Manager

	 

	Provided technical support for regulatory applications, did products research on laundry and household products. Produced many written reports including products research summaries, responses to proposed government regulations, summaries of toxicology studies, new drug applications and various research projects.


	 
EDUCATION
	Master's of Public 

Health Degree 1976
	University of Michigan
	Ann Arbor, Michigan

	 

	Bachelor's Degree 1974
	University of Iowa
	Iowa City, Iowa


	 
Certifications
	GE Leadership Modules

· Building Essential Leadership Skills

· CAP (Change Acceleration Process)

· Effective Coaching

· Facilitation Skills

· Inclusive Leader Workshop 

· Influencing Skills

· Hiring the Right People
	GE Crotonville
	2005 on

	
	Soft Skills Facilitation
	DDI
	2005

	
	Focus, Focus with Outlook
	Franklin Covey
	2004, 2006

	
	Graphic Facilitation
	Grove 
	2004

	
	Lominger Leadership Competencies and Team Architect
	Lominger
	2004

	
	Zenger Miller Modules
	AchieveGlobal
	2003

	
	Job Profiling
	SHL
	2003

	
	Testing and Assessments
	SHL
	2003


	 
AFFILIATIONS and Honors
	American Society of Training and Development

Phi Beta Kappa

Mortar Board

UC Service Award, 1985
	

	 

	
	


	 
SOFTWARE SKILLS
	Application
	Skill Level
	Last Used
	Experience

	 

	Microsoft Excel
	Expert
	Currently use
	20+  years

	 

	Microsoft Word
	Expert
	Currently use
	20+  years

	 

	Microsoft PowerPoint
	Expert
	Currently use
	15+  years

	 

	Microsoft Access
	Intermediate
	Currently use
	5 + years

	 

	Microsoft Project 
	Intermediate
	Currently use
	5 years
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