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Objective: 

To secure a position as a Web Producer/Manager that takes advantage of my HTML development skills, graphic skills, web management experience, and documentation background.
Work History:

National Abortion and Reproductive Rights Action League 
01/29/01- present


1156 15th St, NW 


Suite 700


Washington, DC 22209

I am currently consulting with NARAL on the management and strategy of their two websites, www.naral.org and www.fight4choice.com.  During this time I have performed the following functions:

· Balanced the needs and priorities of many different departments

· Managed the building of Fight4Choice.com
· HTML (and Javascript) daily and weekly updates to both naral.org and fight4choice.com
· Attended strategy meetings and provided feedback on how the websites could be optimally used.
· Coordinate with vendors on site updates and programming fixes on both sites, reviewed web vendor bills.
· Developed process for approving and posting content to the websites.
· Wrote and distributed guidelines for writing web friendly documents.
· Edit and create copy for websites.
· Create graphics. 

· Researched and maintained “Reproductive Rights in the Headlines” section.


Commerce One (formerly AppNet)



9/27/99 – 01/19/2001
2107 Wilson Blvd Suite 100

Arlington, VA 22201

My job titles were: Functional Lead/ Business Consultant, which involved: 

· Developing strategies to further the online goals of the client, including designing additional sections for websites, researching new technologies for presenting the information, redesigning donation forms, etc

· Leading discovery phase for new web sites and upgrades,

· Coordinating and scheduling the resources for site builds, fixes and updates,

· Writing documentation for building and upgrading web sites,

· Performing day to day content management of several sites, which includes designing and creating new forms, formatting and posting documents, editing photos, creating .pdfs, creating simple graphics, converting graphics from .xls to .gifs, posting information in table form, managing email lists, and adding items to online stores.

· Creating weekly and monthly reports on web statistics and work performed.

· Billing and budget tracking.

I managed the following client websites:

· Cancer Care 
(http://www.cancercare.org/)

· Lung Cancer Awareness 
(http://www.lungcancer.org/)

· US Committee for Refugees 
(http://www.refugees.org/)

· Immigration & Refugee Services of America 
(http://www.refugeesusa.org/)

· NARAL
(http://www.naral.org/)

I managed the construction of: 

· Volunteers of America's Sidewalk Santa (http://www.sidewalksanta.org/children.html)

· Immigration and Refugee Services of America (http://www.refugeesusa.org/)

· America'a Second Harvest 
(http://www.secondharvest.org/)
KBM Group, Inc





4/1/97 – 9/24/99
1010 Wayne Avenue, Suite 940

Silver Spring, MD 20910

I worked on site at the Headquarters of the Bureau of Alcohol, Tobacco and Firearms (ATF), in the Information Services Division, Software Management Branch (SMB) in the following capacities:

· Technical Writing

My primary activity since April 1998 was writing user's manuals and quick reference guides for new software programs, working closely with users and developers of varying levels of proficiency in English.  I was responsible for collecting entries and editing the SMB segment of the Weekly Activity Report (WAR) to the Undersecretary, and wrote the guidelines for submitting a WAR entry that are referenced by all SMB employees.

· Web Design, Web Documentation
In addition to being responsible for posting all software documentation to the ATF Intraweb in HTML and .PDF formats, I designed the current SMB intraweb page and continued adding to and maintaining it as needed. 

· Administrative and Human Resources Support
My responsibilities to the KBM Group also involved administrative and human resource duties for our on site employees, such as collecting and proofreading timesheets and expense reports. I guided new employees through ATF procedures and submitted their security clearance paperwork and created new forms as needed.

· Awards Received:

· KBM Group Employee of the Quarter: December 1997

· ATF Software Management Branch Outstanding Service Award: July 1998

September 1997 - Present

Freelance Web Design

· My web site for Designs by Shari L. Lewis (http://sllewisdesigns.tripod.com) displays and sells handmade jewelry and boxes. I wrote copy, created all graphics and programmed all html and scripts. 
Software: 

	· ColdFusion Studio
	· Microsoft Word
	· Adobe FrameMaker 5.5

	· Microsoft Excel
	· Paint Shop Pro
	· Adobe Photoshop

	· Adobe Acrobat
	· Visio
	· Microsoft Access


Education:

· MFA Acting, 1991, Northern Illinois University, DeKalb, IL

· BS Theatre Arts, 1987, University of Evansville, Evansville, IN

Specialized Training and Workshops:

· Intermediate HTML class, Westlake, Arlington, VA November 1999.
· Adobe FrameMaker Advanced workshop, December 1998.

· Designing and Writing Computer Documentation 465, American University with Tracey Chiricosta, Fall Semester, 1998.

· Participated as a judge in the Graphics category of the Society of Technical Communication Writing Competition, 1998,1999, and 2000.

References:

	Julie Piscitelli

NARAL Communications Director through 5/8/01
	Phone Number:

Email Address:
	202.293.5596

jpiscitelli@hotmail.com


	Nan Dawkins

Commerce One

Client Manager
	Phone Number:

Email Address:
	703.248.7152

nan.dakwins@commerceone.com


	Melissa Wyers

Former U.S. Committee for Refugees / Immigration and Refugee Services of America Communications Director -  now at Craver Matthews Smith


	Phone Number:

Email Address:
	703.258.0000

melissaw@cms1.com



	Shirley Sexton

Commerce One
Manager, Public Action Practice
	Phone Number:

Email Address:
	703.248.7000

shirley.sexton@commerceone.com


	Mary Zacharias

Society of the Little Flower
Web Manager
	Phone Number:

Email Address:
	630.968.9400

MaryZ@littleflower.org
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