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I have more than thirteen years experience as a Technical Writer/Editor, the types of documentation that I have developed are user manuals, training materials, system administration guides, and I have created and produced web-based help documentation systems use RoboHelp. In addition, I have worked on numerous proposal efforts.
Professional Experience

Technical Editor/Writer, Northrop Grumman, July 2003 – June 2010
· Developed technical documents such as end user manuals, system administrator manuals and related technical publications concerned with installation, operation, and maintenance for the Joint Engineering Data Management Information and Control System (JEDMICS) systems.
· Created web-based help for software programs using RoboHelp and Doc-To-Help.
· Created graphics for user manuals, presentations, training materials, proposals, reports and for the JEDMICS web site.
· Developed technical documentation as technical bulletins, service manuals, reports and marketing publications.
· Captured meeting minutes for several weekly meetings.
· Developed meeting materials and handouts for monthly meetings.
· Assisted engineers in the Level 2 Software Center, which was a help desk environment. 
· Edited and maintained user accounts and web pages for JEDMICS web site.
· Developed technical documents as user manuals for the Bureau of Medicine and Surgery (BUMED).

Technical Writer/Business Systems Analyst, CACI, July 2002 – January 2003

· Developed end user manuals for the Defense Logistics Agency (DLA) and U.S. Department of Health and Human Services.
· Developed system administration guides for the Defense Logistics Agency (DLA) and U.S. Department of Health and Human Services.
· Edited software testing procedures.
· Tested software modules for new releases. 
· Worked one on one with programmers and developers to produce accurate and detailed user manuals.
· Created graphics for user manuals and system administration guides. 

Administrative Assistant, HNTB, June 2001 – September 2001

· Screened incoming distribution, mail, email, phone calls and was the HR point of contact (timecards, medical and dental insurance) for the office.
· Prepared various documents such as reports, proposals, and correspondence using Word and Excel.
· Processed monthly vendor invoices and tracked expense reports.
Technical Writer Lead/System Administrator, CACI, December 1997 – March 2001

· Developed end user manuals and training manuals for the U.S. Army Materiel Command (AMC) Budgeting System modules.
· Tested software modules.
· Created and developed Windows based on-line help, HTML help, and JAVA help for use with PowerBuilder, Cold Fusion and Web applications.
· Worked one on one with programmers and developers to produce accurate and detailed manuals.
· Created graphics for manuals, briefings, slides and proposals.
· Prepared proprietary documents to include labor hours, job cost, and offer letters.
· Produced various financial reports to include fixed assets, requisitions, and expense reports.
· Provided word processing and graphic support in the preparation of Government proposals.
Tech Writer/Administrative Supervisor, EER Systems, September 1990 – October 1997

· Developed and maintained financial documents to include expense vouchers, job cost reports, and labor / budget spreadsheets.

· Maintained various documents such as status reports, correspondence, and budget spreadsheets for Field Engineers. 

· Created various manuals, system administration manuals, lesson plans, briefings, and monthly deliverables for the U.S. Army.

· Answered phones and opened tickets for the TACMIS system for service men in the war zone (theater).

· Ensured all documentation complied with MIL STD 498 to include status reports, technical manuals, user guides and statement of work.

· Converted training manuals from Word Perfect to Microsoft Word

· Create, verify and maintained accounts/invoices for department.

Computer Software

· MS Office:  Word, Excel, PowerPoint, Project, FrontPage, Publisher, SharePoint.
· Doc-To-Help Authoring Software, ROBOHELP, HTML Help Workshop.

· Adobe Photoshop, MS Image Composer, FrontPage, Visio, Paint Shop Pro.

· Adobe Acrobat, Calendar Creator, MGI Photo Suite, Freelance, SnagIt Capture.
· Corel Office: WordPerfect, CorelDraw, Lotus 123.
· Access, dBase, Lotus Notes, Outlook, File Maker.
· Windows 3.x to Windows 98, Windows NT, Windows for Workgroups.
· MS Utilities, PC Tools, Windows Tools, Norton Desktop, Norton Utilities. 

Education 

Lake Braddock Secondary School

High Point College
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