
Summary
 A Technical Publications professional with over ten years experience creating and maintaining user-centered product documentation sets for software/hardware audiences, and processes/procedures/requirements for technical and business audiences. Industry knowledge includes high tech, telecommunications, financial services, and manufacturing, and is complemented by scientific experience in the environmental consulting field. 
 A detailed-oriented person who applies advanced knowledge of Microsoft and Adobe products to produce high-quality technical publications in a collaborative team environment.
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Software Skills
 Adobe Suite, 3-8 – Acrobat, Illustrator, Photoshop, Freehand
 Adobe FrameMaker 5-7 and 9, unstructured
 FrameScript, IXGen, and other FM plugins
 ePublisher/WWP, 2008-2010.3; RoboHelp 2000; WinHelp
 Microsoft Office Suite, 97-2007 – Word, Visio, FrontPage, PowerPoint, SharePoint, Publisher, MS Project, Outlook, Excel
 PaintShopPro, 6-11 and Snag-it, 6-10
 Macromedia 3-4 – Dreamweaver, Flash, Fireworks

OPERATING SYSTEMS & INTERFACES
 Windows  – XP Professional through Win98
 LINUX Red Hat 5 
 UNIX; DOS; MAC OS 10 (QuarkXpress)
 Internet Explorer/FireFox Mozilla
 Familiar with networking principles and protocols
        Document Control Systems 
 Visual Source Safe, Softfront Track
 Rational Software – ClearCase, CQuest
 SharePoint Administration, 2003-2007


core competencies

	√ Detail-oriented, results-focused
	√ Illustrates documents for clarity
	√ Focuses on quality

	√ Interviews subject matter experts
	√ Strong multi-tasking abilities
	√ Creates, edits, and validates user documents/operating procedures

	√ Researches existing documents
	√ Cross-functional team player
	

	
	
	


Career Outline
AUG 2016 TO PRESENT – UNITEDHEALTHCARE (UNITEDHEALTH GROUP) $43 HR  43.35
P.O. Box 1459, Minneapolis, MN 55440-1459, (800) 328-5979
Telecommuting full-time as a Senior Process Analyst for UnitedHealthCare on the Provider Operations Change Management team. DOC liaison working with business units to create/publish/revise standard operating procedures.

FEB 2016 TO AUG 2016 – AMERICAN AIRLINES MAINTENANCE BASE $28/42 HR
3800 N Mingo Rd Tulsa, OK 74116, 918-292-2110
Bridging project work cards - Airbus A319/A321 (A320FLUS) & Boeing B787 fleets

JUN 2015 TO FEB 2016 – LEVEL 3 COMMUNICATIONS INC. http://www.level3.com $43 HR
175 E 2nd St. Tulsa, OK 74103, 903-253-0237
Software migration invoice billing communications and training

FEB 2015 TO JUN 2015 – SPIRIT AEROSYSTEMS INC. http://www.spiritaero.com $25 HR
3330 N. Mingo Rd. Tulsa, OK 74116, 918-832-3506
Maintenance Procedures for airplane wing/fuselage manufacturer

JUNE 13, 2011 TO JAN 13, 2015 – APS TECHNOLOGY INC.  $80-89,500
7 Laser Lane, Wallingford CT USA & Telecommute, 06492, 800-613-4450
Documented advanced drilling performance systems for the Oil & Gas industry. In addition to basic Tech Writer and Training Admin duties, I created a company Intranet and a system to create/manage training materials, selected and rolled out an LMS system, and supported IT's efforts to roll out Office 365. I was also a key player in the implementation of a new SolidWorks document management system.
February 2011
Colangelo, Darien CT
Contracted to prepare a Quick Start and User’s Guide for a new SharePoint at Diageo. 
October 2007 – January 2011 $75-80,000
IPC Systems, Inc. / Information Systems, Technical Writer
777 Commerce Drive, Fairfield CT USA, 06825  203-339-7000
Prepared and coordinated the publication and printing of existing administration guides; created a new web-based trading turret user guide and context-sensitive help system; prepared bulletins, release notes, PDXs; and participated in the initial DITA investigations. As a subject matter expert, I tracked software issues I discovered from start to finish, assisted Development with Knowledge Transfer presentations, and Quality Engineering with test cases, and mentored new writers.
October 2007
Beauregard Horticultural Services, Bethel CT
Contracted to design and maintain a simple HTML website: http://www.beausbouquets.com/
January 2001 – October 2007 $60-70,000
Computershare / Transcentive, Inc., 2 Enterprise Drive, 06484 203-944-7300 Senior Information Developer

· Prepared and coordinated publication of user documentation manual sets and help systems for stock options and other equity compensation software using PC-based applications 
· Prepared and conducted in-house knowledge transfer PowerPoint presentations and hands-on training sessions
· Designed and maintained FrameMaker templates, drafted a company Orientation Guide, and in-house flyers 
· Contributing author to the award winning Express Options and Transcentive Web Platform Online Help projects (2002-2004 Central CT Technical Communication Competition, Award of Excellence), and company newsletters 
· Managed coordination of software releases and updates, including tracking of changes, meeting agendas, and minute preparations for development projects 
· Maintained and edited Intranet and Microsoft SharePoint sites
· Mentored other writers in the InfoDev group 

August 1999 – January 2001
L&H, Dictaphone Corp., Senior Technical Writer 
Prepared and coordinated the publication user documentation manual sets for voice and text products in the IHS healthcare division; designed and implemented the release of user manuals on CD-ROM; developed application WinHelp; and assisted in the preparation of quality procedures for creating user documentation. 
August 1998 – August 1999
ADC Telecommunications, ADC NewNet, Technical Writer 
Prepared and coordinated publication of user documentation sets for short message and over-the-air messaging service telecommunication products using PC- and UNIX-based applications; coordinated creation of user manuals on CD-ROM; developed the Documentation Department’s intranet web page, and assisted in the preparation of quality procedures for creating user documentation. 
July 1997 – July 1998
Bridgeport Machines, Technical Writer 
Prepared and coordinated publication of Computerized Numerical Control (CNC) machine operation and programming manuals using Macintosh publishing software; prepared the 1997 marketing distribution survey using Microsoft Office programs; prepared documents for placement on the company website; created files and logbooks for ISO documentation; and managed documentation inventory for various products and revisions. 
February 1986 – June 1998 
CCA, Environmental Services Div.*, Senior Environmental Scientist 
* Formerly the Engineering Division of YWC Technologies, an engineering and environmental services company 
· Conducted technical research for various projects including statistical evaluations of groundwater and soil analytical data; wrote technical documents (groundwater monitoring reports, health and safety plans, chemical QA/QC plans, storm water pollution prevention plans)
· Independently managed several RCRA groundwater monitoring projects; prepared various permitting packages (general wastewater discharge permits, RCRA Part A/B); conducted many Phase I/II environmental site assessment projects for real estate transfers
· Independently performed various field operations such as well drilling and underground storage tank removal supervision, sampling of all media types for in-field and laboratory analysis and waste disposal characterizations, elevation map (level) surveying
· Performed data reduction and statistical computations; prepared graphical and surveyed map presentations using both computer and classical drafting methods
· Created and maintained an environmental/engineering resource library 
November 1984 – February 1986
YWC (York Labs), Laboratory Technician 
Prepared and analyzed liquid and solid samples for inorganic and biological parameters according to standard methods and EPA protocols. Operated Perkin Elmer instrumentation (spectrophotometer and atomic absorption) and other wet chemistry apparatus to perform classical wet chemical analyses.  
June – September 1984
Materials Evaluation Laboratory, Materials Analyst 
Operated a 1200 AMR scanning electron microscope, an energy dispersive X-ray spectrometer, a Philip X-ray diffractometer, and other metallographic equipment for identification and chemical analysis of particles, scales, metals, and sludges. 
September 1983 – May 1984
Richardson Vicks Research & Dev., Laboratory Technician 
Prepared and evaluated pharmaceutical product prototypes and their stability; QA/QC of raw materials used; and performed record keeping of formulations.

Formal Education
 MS in Environmental Science, University of New Haven
 BS in Geology / Geophysics, University of Connecticut
other certifications and training
 Adobe Certified Expert for FrameMaker 7.1, January 2006
 Winner in Dictaphone's Simply the Best idea program
 AMA's User Manual Technical Writing Seminar, and Productivity Point's Intermediate/Advanced Word
 Richard Pryor’s English Grammar Seminar
 Society of Technical Communications Workshops: Creating Help & Web Pages; Dreamweaver; Single-Sourcing
 Company Product Trainings: IPC Level 1 Technician; Dictaphone EXVoice/Text courses; ADC NewNet’s Quality Assurance ISO program and SMS product training
