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	Introduction

	
	• Pleasant and professional demeanor
• Intelligent, with a creative mind

• Outstanding organizing & problem-solving skills
• Motivated, reliable, and tenacious

	Employment

	
	1988 - Present
Self-employed

Freelance writer & novelist; public speaker & teacher 
Idaho & Colorado
2002 - 2005
Rocky Mountain Middle School 
Substitute Teacher
Idaho Falls, ID

1998 - 1999
KLCE 97.3 FM

Morning Show co-host
Idaho Falls, ID
1993 - 1998
Science Applications International Corp. (SAIC)
Deputy Environmental Compliance & Health and Safety Officer
Idaho Falls, ID
Document Control Manager
Idaho Falls, ID

	Education

	
	2012
Pioneer Pacific College (ABA-approved)
10-week term, Paralegal/Legal Assistant program
Wilsonville, OR

1996
University of Idaho

Graduate studies in Environmental Compliance & Health and Safety
Idaho Falls, ID
1993
University of Idaho

BA, General Studies/Environmental Science
Idaho Falls, ID
Studies in geology, hazardous waste treatment/management, and environmental auditing/law.

	Experience

	
	Document Control — Managed the database and hard copy files for all documents generated during a hazardous waste treatment technology R&D project. Created the naming system for the electronic files of a large, draft environmental impact statement. Prepared documents for submittal to the Department of Energy. Maintained the history and research library for a daily newspaper.

Paralegal/Legal Assistant — One 10-week term of study that included locating state and federal cases, using the state and federal digest systems, writing case summaries, and composing Requests for Production of Documents, Proofs of Service, Settlement Agreements, and Stipulations of Dismissal.
Writer — Wrote, edited, and marketed over 70 human-interest and feature articles for newspaper and magazines, and two 90,000-word novels (written under contract, as opposed to self-published). Wrote and produced four marketing brochures for an environmental engineering consulting firm.

Teacher/Trainer – Prepared and conducted mandatory 8-hour Hazardous Waste Operations and Emergency Response (HAZWOPER) training for engineers at a plasma arc waste treatment R&D facility. Taught to middle school students topics such as special education, science, and reading.

Environmental Compliance & Health and Safety (EC&HS) — Under the guidance of the corporate EC&HS Officer, conducted monthly audits of the business offices and the plasma arc R&D facility, monitored worker ergonomics, managed the safe storage of laboratory chemicals, purchased safety equipment, arranged for the safe disposal of test waste, and tracked safety training.

	Skills

	
	• Expert at word-processing, building spreadsheets, and at data entry; and
• Proficient in both PC & Mac formats, including Word, Excel, Access, and Quicken.


