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GOAL
Produce excellent documentation, presentations and digital content to inform, increase revenue streams through increased sales and web traffic while improving customer service and product awareness through comprehensible presentation of information.


PROFESSIONAL EXPERIENCE 
Specialized writer in technical, business, marketing and web content applications (IT, Banking, Insurance, eCommerce and Marketing Services).  Proven ability to manage projects and present information in various forms from inception through publication (PowerPoint Presentations, Word Documents, Graphics, Charts, Graphs, Captivate Projects, etc.) including interviewing Subject Matter experts (SMEs) to obtain pertinent information and produce deliverables reflecting a high degree of quality, design and accuracy.
References available upon request.

Specialized Business and Technical Writer:  September 2011 to Present
Avanzado, Farmington Hills, MI
· Used Microsoft Word, PowerPoint, Excel, Publisher and Visio to create documentation, presentations and business graphics/diagrams.  The primary document for the project was 600+ pages Overview specifications document that captured a comprehensive e-commerce system to be used as the basis for a new custom-built e-commerce software system.  All requirements were captured on-line, via webinars and in-person meetings to create the main document as well as supporting documentation and PowerPoint presentations for business and IT teams.  The IT solution involves Cold Fusion – MySQL, HTML, XML and Javascript.  The end client will offer the new e-commerce solution software to 1000+ client sites.

Freelance Writer and On-line Affiliate Sales:  October 2010 – August 2011
Self-Employed, NC & MI
· Wrote blogs, web content, and specialized documentation on both freelance and volunteer basis using Microsoft Word, PowerPoint, Visio, Photoshop, and HTML.  Worked on independent affiliate sales/marketing business. 
Specialized Business and Technical Writer:  April 2003 to October 2010
Vaaak Sounds, Pittsburgh, PA & Chennai, India
· Used Microsoft Word, PowerPoint, Excel, Publisher and Visio to create documentation, presentatons and business graphics/diagrams.  Graphics work was primarily produced with Photoshop.  Presentations were developed in PowerPoint as well as Captivate.  Website content and updates were done with HTML and FTP.  Constant Contact was used for email campaigns (typically 1-2 times a week).  Project tracking and team communication was coordinated with Assembla (software development, task tracking, project management tool).  Also familiar with SharePoint software for content management (i.e., light/minimal use).

· When moving business operations and all IT functions from the US to India, met and interviewed developers, business and IT managers (CEO, CIO, CFO, etc.) to obtain needed information such as IT processes, system overviews, naming conventions, business models, etc., as needed for project completion.  Communication continued through the projects and various types of document drafts until all final deliverables were reviewed and approved. 

· Developed all business, product and sales communication for internal and on-line presence (website, newsletters, white papers, system/operation diagrams, store products, programs and service descriptions).  
· Wrote systems overview and migration guides for revamped on-line store and website. Updated website content and graphics.  
· Coordinated business operations between US and India offices and oversaw on-line store start-up and transfer of operations to India.  

· Anticipated, planned and generated on-going sales campaigns and quarterly revenue planning for on-line store, in-house products and domestic/international events in addition to increasing traffic to company website.  
· Brought email-based sales program to on-line store, increasing store sales from 5000/mo to 60000/mo.  Created YouTube video that garnered 50000 views and generated additional sales.
Specialized Business and Technical Writer:  July - Sept 2007 & Aug – Sept 2010
Signal Mutual Indemnity Association Ltd., Wilton, CT
· On contract basis, created technical manuals, marketing materials (PowerPoint presentations, brochures, handouts, FAQs, newsletters) and website content tutorials, help screens and walkthroughs using Microsoft Office Suite, Adobe Creative Suite and on-site user interfaces for office systems and computer servers.  
· Interviewed Subject Matter Experts (programmers, systems and business analysts and business managers, including upper management) to obtain company and system information to produce all specialized documentation and website content.

Communications Specialist:  August 2000 to April 2003
Tripura Foundation, New York, NY
· Provided in-person product sales support and created all event and sales documentation (including fundraising) for seminars, speaking engagements and sales events offered through Vaaak Sounds and Tripura Foundation. 
Contract Technical Writer:  August 2000 to December 2001
Tiger Office, New York, NY
· Contract position as a technical writer for Morgan Stanley through Tiger Office.
· Produced business and technical communications which included banking, investment and insurance applications.  Also periodically staffed call center help-line to field questions for company-wide software roll out (desktop software).
EDUCATION


Oakland University.  Bachelor of Arts Degree, English/Computer Science

Essex County College.  Science/Health Care & Life Sciences courses

SOFTWARE SKILLS 


Experience/knowledge with Chicago Manual of Style, Microsoft Office Suite, Microsoft Project, Photoshop, Captivate, Visio, SnagIt, RoboHelp, Photoshop, HTML, XML, Javascript, SQL, ASP, Assembla and Constant Contact.  Ability to read and interpret computer code, adapt to new environments and learn new software quickly.  
