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Summary of Qualifications:

· A highly effective writer, able to present complex ideas clearly and concisely. Advanced grammar and editing skills.
· Excellent communication skills (both oral and written), interpersonal skills, and interviewing (subject matter experts) skills.
· A keen eye for publication layout and design. Strong attention to details.
· Creative ideas and problem-solving abilities. Good analytical skills.
· Honest, dependable, and hard working.
· Various computer experience and skills on both PC and Macintosh platforms, including: 
· Microsoft Word, Excel, PowerPoint, Visio, and SharePoint
· RoboHELP HTML
· Adobe FrameMaker, PageMaker, Acrobat, Photoshop, and Illustrator
· Other programs/tools: Borland StarTeam, WordPerfect, InDesign, and Snag-It
Professional Experience:

Documentation Analyst, Healthways, Inc., Franklin, Tennessee, 2006–2009
· Wrote user guides, process guides, quick reference guides, and a company implementation and operation manual.
· Created flow charts and tables to support documentation.

· Wrote data dictionaries and glossaries.

· Managed and administered my department’s SharePoint site.
· Managed and reported my department’s metrics.
Contract Technical Writer, Caterpillar Financial, Nashville, Tennessee, 2004–2006
· Wrote and updated financial software user guides and online help (RoboHelp HTML).
Technical Writer, Evolved Digital Solutions, Brentwood, Tennessee, 2004
· Wrote user guides and online help (RoboHelp HTML) for cardiology and radiology based digital imaging software.
· Wrote a company implementation manual.
Contract Technical Writer, RTS Wright Industries, Nashville, Tennessee, 2003–2004
· Wrote operations and maintenance manuals for various machines and product lines.
· Took digital photos of machines and components for client companies.
Contract Technical Writer, CNA Insurance, Donelson, Tennessee, 2002

· Designed and developed training materials for an insurance software system.
Contract Technical Writer, HCA Physician Services, Brentwood, Tennessee, 2001–2002

· Co-wrote an eight-module software system user guide.
· Designed and developed online help (RoboHelp HTML) for that system.
Technical Writer, Square D Company, La Vergne, Tennessee, 1993–2001

· Wrote and designed instruction manuals, descriptive bulletins, data sheets, catalogs, and promotional literature for power monitoring and control systems products.

· Developed hardware and software documentation from both hands-on product analysis and by conducting interviews with subject matter experts.

· Designed graphics and edited photos, using Adobe Photoshop and Illustrator.
· Wrote and updated company's ISO 9000 documentation.
· Won Award of Excellence for work entered in the Society for Technical Communication (STC) publications competition. 
Desktop Design Production Assistant, Acuity Marketing Communications,
Nashville, Tennessee, 1992–1993

· Performed copy writing, editing, and page layout design for newsletters, brochures, and various advertising materials.

· Coordinated projects with outside production vendors, including printers and engravers.

Professional Affiliation:

Member of the Society for Technical Communication (STC)

Education:

Bachelor of Science, Tennessee Technological University

Major: Technical Communication

