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Work Summary
	More than 21 years of work experience at evaluating needs and developing training, customer and service documentation for various work environments; manufacturing operations, R&D medical device, call center, field service, healthcare housekeeping, OSHA safety, marketing, sales, software support and human resource onboarding.  Expert familiarity with ADDIE training model.

Working knowledge with the following; ANSI/ISO-9000, FMEA, FDA 21 CFR Part 11, Parts 210 & 211 and Part 820, cGMP (Current Good Manufacturing Practices), DDLC (Documentation Development Life Cycle), SDLC (System Development Life Cycle) model, Joint Commission (JCAHO), Centers for Disease Control and Prevention (CDC), Department of Transportation (DOT), Occupational Safety & Health Administration (OSHA) and Hazard Analysis & Critical Control Points (HACCP).


Work Experience
	Compliance Training Management Consultant
The RGB Group
	
	01/03/2013- 03/01/2013
Lake Forest, IL

	Update Hospira’s R&D Global Engineering employee database to support onboard compliance training.
Familiar with SharePoint and ISOtrain systems.


	Training Manager/Technical Writer
Rochester General Hospital
	
	3/2011–7/2012 

Rochester NY


Manage Rochester General Hospital’s Environmental Service’s employee training for approximately 200 employees. Training categories include; skills, in-service (mandated), workplace safety, patient safety, and infection prevention practices.  Designed and develop in-service and skills training documentation.

· Skills Training - Develop train-the-trainer strategy and curriculum deliverables for Patient Room Cleaning and department AIDET (Studer Group modeled).  Result was a reduction of clostridium difficile hospital acquired infections by 10% and an increase rate of 15% top box via national HCAHPS and Press Ganey scores. Developed from clean sheet; student workbook, instructor guide, skill labs, video and implementation plan, change management plan and evaluation assessment tools.
· New Hire - Developed department onboard training strategy and curriculum deliverables.  Delivery results consistent – giving new employees a professional first impression.  Regulations are identified and understood upfront, both employee and employer expectations are up front and aligned with company “STAR” values.  By standardizing onboard deliverables the process can be measured for continuous improvement.
· In-service Training - Developed OSHA/Joint Commission mandatory training transparent strategy and curriculum.  New curriculum provides multiple types of media to help engage staff; as a result classroom participation and attendance increased. The transparent strategy supports outside agency requests in a timely manner.  As a result all documentation and tracking tools can be accessed via point-of-need.  Audit inquiries are now answered with less resources and immediate turnaround time, increasing confidence levels between management and regulatory agency. Designed intranet EVS website for transparency.
· Training Aids - Standardized knowledge transfer via service bulletins, reference guides, newsletter, meetings and communication notices.  As a result knowledge is transferred within one week to 90% of 200 employees supporting a 24/7 operation.  As a result staff demonstrates new knowledge; with a 75% compliant rate; with a shorter communication turnaround time – increasing customer service. Supporting patient safety, work safety and infection prevention communications.

· Audits- Perform assessment weekly and monthly for department and Rochester Patient Safety Collaborative
	Training Manager/Technical Writer
Rochester General Hospital
	
	3/2011–7/2012 

Rochester NY

	· Ad hock Training – Within one month of hire was tasked to provide new training program for a major chemical change. Training program was modeled by other RGH affiliates.  Conducted train-the-trainer to other RGH affiliates
· SOP (Standard Operation Procedure) - Create new department Standard Operation Procedures (SOP) and maintain existing.
· Records/Tracking – Developed department tracking strategy and tools. Maintain department training records. Negotiated with RGH Educational Services to continue with hardcopy and phase in LMS for EVS staff.
· Other - Experience with EPIC (Care Connect), HealthStream Care LMS, SharePoint Server.


	Technical Writer/Training Specialist
Kayex, SPX
	
	09/2007 –04/2009

Rochester NY

	Work with senior management and subject matter experts to create, manage and maintain service, customer and training documentation for external customers and field service engineers. Support Engineering Change Control Process. Manage and maintain company document control system. Support company lean and 5S practices.


	Technical Writer

Bausch and Lomb (Contract)
	
	06/2005 –06/2007

Rochester NY

	· Design and Develop Functional Specifications (FS) and Design Documents for an automated lens manufacturing line; supporting the Control System for each automated module.  Total of 18 documents to FDA requirements.
· Work closely with management and subject-matter experts to remediate existing Design History Files (DHF’s), Product Development Management Plans (PDMP), Standard Operation Procedures (SOPs).
· Develop various validation documents and implement various protocols for multiple lab equipment modules; such as: Installation Qualification (IQ), Operational Qualification (OQ), and Process Qualification (PQ) documents.

· Create SOP’s (Standard Operation Procedure) for lab equipment operations

· Designed and created User Requirements Specification (URS) document for a pilot automated lens production manufacturing line.

· Develop training website for the Crystal Reporting System (1st management level)

· Worked with company document management control system software


	Plant Training Manager/Technical Writer
Cadbury Schweppes Americas Beverages (Motts)
	
	04/2004 –06/2005

Williamson NY

	· Develop, manage, and coordinate manufacturing skills, HACCP/quality, OSHA safety and human resource training for a food and beverage manufacturing facility with 400 employees (exempt, non-exempt and union).

· Identify training needs/gaps for both hourly and salaried position; submit training proposals and strategy, support plans and recommendations to senior management for approval. 
· Developed many “EHS” and “Skills” documentation training deliverables. Key achievement was the development of a new Electrical Training program, which supported new electrical-mechanical labor union requirements.
· Maintain training records and department budget.
· Hire and manage qualified vendors and trainers to support various plant training
· Project managed SOP development for manufacturing operations.
· Projected managed and implemented Learning Management System (e-learning) to support OSHA guidelines.

	Technical Writer/Training Specialist
Xerox Corporation
	
	07/1989–04/2004 

Webster NY

	Develop/modify and maintain various company global customer/field service documentation and North American service and sales train-the-trainer programs. Submit support plans, document design blueprints, project b-level schedules, price quotes. Project responsibility started from product development kick-off (design) thru post-launch. Followed company best practices such as; Xerox project management process for training deliverables (ADDIE Model), Modular Stand Alone Training Guidelines (MSAT), Xerox Translation Guidelines, and Xerox Customer Documentation Guidelines.


	Education
· Rochester Institute of Technology, B.S., Mechanical Engineering, 1996

· Rochester Institute of Technology, A.S., Engineering Science, 1991
· Monroe Community College, A.A.S., Electrical Engineering Technology, 1989 
	
	Organizations

· American Society of Training and Development

· Society of Technical Communications

· Rochester Patient Safety Collaborative (RGH, Unity, Strong and Highland Hospital Representatives)
· RGH Hand Hygiene Collaborative
· RGH Infection Prevention Committee
· RGH Patient Safety Champion


	Documentation Experience

	User Manuals 

Operation Manuals

Quick Reference Guides

Service Manuals

Rigger Install instructions

Service Bulletins

Setup Instructions

Parts Listing 

Task Analysis

Standard Operation Procedures (SOP)

Work Instructions (WI)

Principle of Operations (P of O) 

Marketing Brochures 

Newsletters
	Design Specification Documents (DS)
Functional Specification Documents (FS)
User Requirement Specifications (URS) 

Validation Documents (IO, OQ, PQ)
Design History File Documents (DHF) 
Student Workbooks
Student Manuals/Guidebooks
Training Reference Manuals (TRM)

Instructor Guides (IG)

Training PowerPoint

Video scripts
Storyboards

Lesson Plans
	Project Charter Documents

Project Scope Documents

Project Management Plan Documents
Strategy Documents
Support Plans

Web Content

LMS Systems, e-learning

Web Based Training; WBT

Computer Based Training, CBT

Documentation Control Systems


	Software/System Experience

	MSWord, MSProject, MSPublisher, MSPowerPoint, Excel, Outlook, Viso, FrameMaker (SGML and Basic), Paint Shop Pro, Illustrator, Dreamweaver, Adobe Photoshop, SnagIt, Lotus Notes, Microsoft Office (XP, Vista, Windows 7,8),  Web Works, AutoCad, PageMaker, OCR Software, SharePoint, Documentum, PeopleSoft, SAP, HotDog Pro, Acrobat Adobe, EPIC, QMX (Quality Management System), Front Page, HTML 3.2,4, XML, RoboHelp, Net Meeting, QuarkXPress, Crystal Reporting, ISOtrain system, Coastal e-learning System.
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