A. Melodie Hawkins

Mobile: 303.949.4704






E-Mail: melodie@melodiehawkins.com

Technical Communication, Analysis, & Project Management 
Technical communicator, analyst, and project manager with 20+ years experience in the sciences. Experienced consultant skillful at building relationships with clients from various backgrounds, including the Federal Government (civilian and defense), mining industry, healthcare industry, environmental industry, and business and technical professionals at all levels. Most consulting has been as a writer, editor, trainer, user interface specialist, and user advocate. 
Career Highlights

· Managed an $11M contract studies project that was brought in $7M under budget and several years ahead of schedule, without compromising quality. 

· Assisted in establishing a Navy Information Services Center, consolidating over 100 offices into one central location. 

· Routinely advise on intellectual property areas connected with publishing, such as copyright, trademark, and registered trademark usage and infringement. 

· Analyzed, designed, implemented, and conducted training associated with creating documentation libraries for industries from health care to naval shipbuilding; Dot Com’s to GIS; and home building to mine safety. 
Areas of Expertise
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 Coordinating Technical Groups 
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Key Technologies

· Documentation, Web, and training software: Adobe Acrobat, Captivate, RoboHelp, Dreamweaver, Fireworks, Framemaker; Webworks; Madcap Flare; Microsoft Office Suite: Word, Excel, PowerPoint, Project, Publisher, Paint, VisioPro, and Outlook (Word Expert Certification) 

· Code/Document Versioning software: Visual SourceSafe and ClearCase 

· Web skills: HTML, XML, CSS, Javascript 
· IBM Rational Suite (ClearCase, ClearQuest, and RequisitePro) 

· Operating Systems: Microsoft Windows XP, Windows Server 2000/3/8; Unix Solaris 

· Software Language Exposure: Java, C++, .NET, VB, Cobol, and several other legacy languages 
· Software Methodologies: Rapid Application Development (RAD), Agile, Rational Unified Process (RUP) 

BS in Biology and Chemistry minor; Old Dominion University 
Graduate classes at George Mason University
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Communication
· Professional writer since 1995. 

· Expertise with different style manuals, including The Chicago Manual of Style, the Microsoft Manual of Style for Technical Publications, the United States Government Printing Office Manual of Style, the American Psychological Association Publication Manual, The Council of Biology Editors Style Manual, the American Chemical Society Style Guide, the Turabin Citation Style Guide, and several others. 
· Site Lead, Principal Technical Writer, User Interface (UI) Specialist, and Vital Records Representative on-site at the Mine Safety Health Administration (MSHA) of the Department of Labor (DOL). 
· Vital Records Representative for the Contingency Plan team. 
· Sole support for four teams: WAN/ LAN network administrators group (2,500 users in about 100 locations across the US), Java applications, .NET applications, Visual Basic application teams. Support other teams (Data Warehouse, Cobol, and management) as needed. 
· Prepare procedure manuals for WAN and LAN network administrators covering all manner of hardware and software installation, configuration, maintenance, and monitoring. 
· Maintain network diagrams and networking instructions, as well as emergency satellite setup instructions for mine disaster response. 
· Prepare and conduct training sessions as needed (computer-based training (CBT) materials combined with virtual private networking and teleconferencing) and develop user manuals for custom software applications, draft policies for other departments, procurement justifications, and other documents as needed. 
· Research, write, and publish the Network and Data Warehouse newsletters on a semi-regular basis. 
· Supported the Active Directory and Exchange migration group within the network administration group with meeting minutes and action items to help them adhere to a very tight schedule, as well as procurement justifications. 
· Provide other services (grammatical, editorial, publishing, user interface standards review) as needed. 
· Digital formats include Word, Adobe PDF, Captivate Computer Based Training (CBT; comprised of images, text, voice over, and sound), HTML/XML/CSS (direct coding and with Dreamweaver), integrated online help files (Flare and RoboHelp), Framemaker, and others as needed.

· Established internal style guides and style sheets at MSHA for the network administrators group, the Active Directory and Exchange Migration group (version 5.5 to 2003), and the MSIS software applications group; 
· Established internal style guidelines and style sheets at Tobin International for software documentation; MapQuest.com for business-to-business (B2B) enterprise software documentation; Dataline, Inc. for software documentation; and the National Technology Transfer Center for their publications (newsletters, special reports, and technology database). 

· Extensive experience preparing procedures, manuals, technical abstracts, white papers, newsletters, brochures, technical reports, magazine articles, B2B communications (letters, memorandums, resumes, meeting minutes and action items, etc.), standard operating procedures (SOPs), functional specifications, detailed designs, vision/scope, risk management, and database security documents and templates. 

· Prepared documentation for large WAN/LAN projects in Denver and Norfolk. 

· Previously excelled at and was accountable for clear, concise, and understandable technical communication with clients, laboratories, regulatory agencies, scientific, and managerial staff, including preparing documents; project reports and meetings; preparing and overseeing submission packages to Federal and State regulatory agencies; and responding to agencies’ inquiries. 
Technical
· Familiar with NIST and FISMA standards for network security as referenced in network procedures. 

· Familiar with EPA, FDA, and MSHA Federal regulations.

· Experience in mapping software, GIS software, UI design, technology transfer, and ballistic missile technologies. 

· RUP (Rational Unified Process), RAD (Rapid Application Development), and Agile software development lifecycle experience 

· Vision/Scope documents, Functional Specifications, Detailed Design documents, and Use Cases

· Adobe/Macromedia Dreamweaver and Fireworks 

· Adobe Acrobat Pro, FrameMaker, and Captivate 
· Webworks Publisher 

· Microsoft Word, Publisher, Excel, Project, PowerPoint, and Visio (Word Expert certification)

· MadCap Flare and RoboHelp online help software preparation
· Rational Suite (ClearCase Explorer, Requisite Pro, Clear Quest) 

· Microsoft SourceSafe 
· Operating Systems: Microsoft XP/2003 and Unix (Sun Solaris 5.6)

· Clustering exposure with the MSHA Active Directory and Exchange migration team 

· SQL and basic database concepts (SQL Server) 

· CSS, XML and HTML code (direct edits) and code generators 
· Microsoft Solutions Framework 

· Exposure to C++, COM, ActiveX, Java, Visual Basic, and .NET 
· Previous experience with Cobol, Fortran, Turbo Pascal, and other legacy languages

· Exposure to WAN and LAN management software (InterMapper, Solar Winds, HP InSight Manager, Terminal Services, Cisco routers, access control (TACACS), and wireless access points); Virtual Private Networks (VPNs) and remote access (NetScreen, Citrix, Terminal Services); engineering, medical, and physical sciences, including electronics, optics, communication, particle accelerators, quantum devices and materials, sensors, imaging, software modeling, mammalian and environmental toxicology 

· Performed day-to-day study monitoring of environmental fate and product chemistry studies

· Prepared environmental fate and residue chemistry Tier I and Tier II summary documents; Tier III and Tier IV overview documents as required for European Union agrochemical dossiers 

· Experienced bench chemist 

· Familiar with the Federal Fungicide, Insecticide, and Rodenticide Act (FIFRA; CFR Part 40) quality assurance procedures and good laboratory practices 

· Familiar with the 1977 Mine Safety Act (CFR Part 30)
· Biology major (ecology concentration), Chemistry minor
· Amateur rock collector 
Managerial
· Experienced project manager overseeing contract studies in the environmental field. 

· Previously recognized for managing “difficult technical teams.”

· Excel at working independently as well as in teams, managing multiple, complex tasks, and shifting priorities. 

· Extremely well organized. 

· Responsible for prioritizing tasks and meeting all documentation deadlines for publication. 
· Assisted in establishing a new Navy Information Services Center (Newport News). 

· Previously responsible for coordinating all levels-of-effort according to team building principles. 

· Previously responsible for tracking and meeting regulatory or client-imposed deadlines, deliverables, and problem solving on all studies and projects. 

· Managed regulatory, technical, and managerial aspects of projects. 

· Previous assistant manager of a travel agency.
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Experience
Site Lead / Principal Technical Writer / UI Specialist / Vital Records Representative 
Mine Safety & Health Administration




May 2004 – Present
Lakewood, CO







Contract position 
Ms. Hawkins works on-site at MSHA in the Denver Federal Center and is the sole writing support for four teams: WAN/LAN network (approximately 2,500 users in 100 locations across the US) in the Network Operations Division (NOD); and the Java applications, .NET applications, and Visual Basic applications teams in the Applications Management Division (AMD). She supports other teams (Data Warehouse, COBOL, and management) as needed. 

During 2010, she moved the “as needed” newsletters to a regular bi-monthly publication and changed their format from PDF to HTML so they could be more easily accessed and read in e-mail. This change has been well received by senior management and even those higher in the chain. The newsletter has been praised as “timely” and “easy to read” and several have said, “just when you thought it couldn’t get any better --- it did!” The PEIR Connection newsletter allows Melodie to leverage her previous experience as a professional newsletter writer at the National Technology Transfer Center.

In the NOD group, she created and maintains the network administrator procedures and manuals, training materials, briefings, and other materials in conjunction with network engineers. All network procedures are written to include NIST and FISMA standards, among others. She documents the WAN/LAN environment, procedures for building and maintaining servers, and network architecture. She writes and edits procedures for COOP cutover, disaster recovery, breaking and rebuilding clusters, drafts policies and other materials as needed. She also creates computer based training (CBT) materials as needed for the end users, including voice-overs and background music. She also creates outreach newsletters as needed when a major network change will affect the user population. From fall 2008 through fall 2009, she trained a federal employee (without a writing background and an older network background) in the basics of technical writing. 

As the Documentation Team Lead in the AMD group, she supports several software engineering groups (Java, .Net, and Cobol) that use the Rational Unified Process (in 2010 they are incorporating as much Agile methodology as possible for the environment) for the software development lifecycle. She estimates the time, effort, and resources required for various trouble tickets, enhancement requests, and newly built functionality. She represents documentation in the Change Control Board meetings. She creates and maintains the library of end-user documentation available on the MSIS intranet site, reviews and checks user interface components before release into the production environment, and maintains the MSIS intranet user site. As time permits, she has been converting the massive MSIS user library from Word/PDF documents into searchable, online help generated using MadCap Flare. 

The MSHA environment is a complex mixture of Windows Servers (2000/3/8) and desktops (XP) running Windows Office Suite,; Unix (Sun Solaris) and Oracle servers supporting most of the MSIS architecture, and a mainframe (IBM ) that also supports the MSIS architecture. Ms. Hawkins was named the Vital Records Representative for the MSHA Contingency Plan team in 2008. 

She was named the Lakewood, Colorado DMI Site Lead in October 2009, and is responsible for overseeing nine professionals, including four subcontractors. 
· On-site at MSHA in the Denver Federal Center. 
· Site Lead, supervising nine, including four subcontractors.

· Sole support for 4+ teams: WAN/LAN network (2,500 users in 104 locations across the US), Java applications, .NET applications, and Visual Basic applications. Support other teams (Data Warehouse, COBOL, and management) as needed. 
· Writer and editor of the bimonthly PEIR Connection newsletter. 

· As of October 2010, training a federal employee (without a writing background) to eventually take over the software application side of the writing load. 

· Trained a federal employee (without a writing background) from the fall of 2008 through the fall of 2009 whose position description was changing to “writer” to support the network team. (This change in job function did not manifest; OPM would not certify the person at the same GS level based on experience.) 
· Responsible for writing network administrator and user manuals, training materials, briefings, and SOPs in conjunction with network engineers. 
· Responsible for documenting the WAN/LAN environment, building and maintaining servers, architecture, procedures for COOP cutover, disaster recovery, breaking and rebuilding clusters, and other materials as needed. 
· Also support several software engineering groups (Java, .Net, Cobol, and Visual Basic) using RUP through creating and maintaining end-user documentation, intranet Web pages, and other materials (such as newsletters) as needed. 
· Prepare training materials (computer based training) as needed; conduct training sessions as needed. 

· Review and check UI components before incorporation. 
· Mixed environment of Windows 2008/3/0 servers, Unix (Sun Solaris), and mainframes. Tools used: Microsoft office suite, Adobe Framemaker, Adobe Acrobat, Captivate 3.0, Dreamweaver 8, and MadCap Flare 3.1. 
· Employee of the Month July 2005. Star Performer 2005. 
· Recognized for providing training on encryption software that affected the entire Agency June 2007, and quickly developing instructions to assist in responding to critical information requests (Mine Disaster subpoena response), October 2007. 
· Vital Records Representative for the Contingency Plan team, 2008. 
· RUP / Agile methodology
Hypnotherapist

Melodie, Inc.







June 2003 – August 2004
Littleton, CO
· Hypnotherapy practice using extensive communication skills and hypnotic techniques. Client base included those who wishing to stop smoking, lose weight, reduce their stress levels, increase their creativity, and quickly reach a deep meditation state.

· Regularly ran small group (<10 people) hypnosis sessions.

· Designed and maintained the company website, ran group hypnosis sessions, and all administration. 

· Regular (bimonthly) guest on local talk radio (850 am KOA). 
GIS Technical Writer

SANZ, Inc.;







January– September 2003
Castle Rock, CO







Contract Position
· Responsible for installation, user, and administrator manuals for the prototype of a complete (hardware and software) Geographic Information System (GIS) raster image system, “EarthWhere,” which is still on the market. 
· Developed online help, training, installation materials, and RoboDemo (now Captivate) demonstrations. 
· Also provided suggestions on the user interface and workflow. 
· The system combined new technology for managing raster images and converting the data format on-the-fly for the map/satellite area of interest. 
· The image engine enabled storing raw data only, which combined with the hardware made the system much faster than any other commercial systems available. 
· A standard Web browser accessed the system. 
· Also edited other materials (product Web site, PowerPoint presentations, white papers, etc.) as needed. 
· RAD methodology. 
User Education Analyst

Tobin International, Ltd.






August 2001–December 2002
Denver, CO
· Responsible for technical writing, user interface management, and internal training on two product lines. One was light-weight GIS software accessed with a standard Web browser, the other was a stand-alone application for converting map data formats. 
· Prepared online help, user manuals, and internal training materials, as well as provided team guidance regarding the user interface. 
· Acted as the user advocate. 
· Established internal corporate communication standards, including style guides, style sheets, and documentation project planning tools (audience analysis, documentation specifications, and content specifications). 
· Also designed and maintained two intranet project sites. 
· Agile methodology. 
Senior Technical Writer

MapQuest.com







March 2000 – August 2001
Denver, CO







Contract via Compuware, Corp. 
· On-site at MapQuest.com. 
· Established internal style guidelines for MapQuest.com’s business-to-business software documentation. 
· Prepared user’s guides for its Enterprise product Software Development Kit available in C++, Java, and COM. 
· Prepared user’s guides for its NT Server product SDK available in ActiveX, COM, C++, and Java. 
· Prepared database use information and software architecture documentation. 
· RAD methodology. 
Freelance Writer

Asheville, North Carolina






August 1999 – February 2000

· Ecology column with Asheville Magazine (online).

· Contract with Gale Research updating hardware and software abstracts for its database. 

Documentation Specialist / Technical Writer

Dataline, Inc.; 
Virginia Beach, Virginia




June 1998 – July 1999










Temp to perm
· While in the Consulting Services Division, prepared software and hardware documentation, including SOPs, functional specifications, detailed designs, vision/scope, risk management, and database security documents and templates. 
· Prepared documentation on several large WAN/LAN projects. 
· Established style guidelines for the software development group. 
· Provided onsite managerial and organizational support for the Navy via the Supervisor of Shipbuilding in Newport News as they set up a new Information Services Center for the US, including obtaining and normalizing bids for several document scanning solutions under the "Paperless by 2000" directive, and arranging for training.
· System administrator (permissions) for the LiveLink document management software. 
· Prepared documentation for a growing Health Maintenance Organization.  
· Conducted brown-bag refreshers on basic writing and grammar skills. 

· Joint Application Development (JAD) methodology. 
Technology Writer

National Technology Transfer Center (Washington Operations); 
Alexandria, Virginia






October 1995 – February 1998
· Speaker for the Ballistic Missile Defense Organization’s (BMDO’s) Technology Applications Program in the Environmental Security Research and Development Track, during the Technology Transfer Programs session at the National Marketplace for the Environment conference in November 1997. 
· Coordinated the exhibit booth and attendance by companies to demonstrate BMDO technology at that conference. 
· Researched and wrote an environmental applications report. 
· Prepared a brochure and four-page technical insert, introducing the report. 
· Researched environmental markets for this report, including instrumentation, regulatory, and general industry. 
· Researched and wrote newsletter items for the quarterly Ballistic Missile Defense Organization Update newsletter on new technology. 
· Researched and wrote detailed reference records for each company and new technology associated with each newsletter article, maintained by NTTC for future reference. 

· Researched, designed, and wrote the internal style manual. 
· Researched and wrote a short nanotechnology report. 
· Routine contact with principal investigators, business managers, public affairs officers, and small business owners. 

Product Manager (Assistant - Senior)

Jellinek, Schwartz & Connolly, Inc.

Arlington, Virginia






December 1991 – October 1995
She coordinated technical, scientific, and managerial staff associated with contract study management preparing, administering, and monitoring laboratory contracts for clients, including obtaining laboratory bids, normalizing those bids, then choosing one to recommend (in conjunction with scientific and managerial staff), as well as budgeting and processing invoices after the contract was awarded. She assisted in the supervision and training of subordinates. Ms. Hawkins was recognized for attention to detail, relating cross-project issues, problem analysis, customer service orientation, and coordinating “difficult technical groups.” 

· Managed data development of several chemicals for state and federal pesticide registration. 
· Provided day-to-day scientific monitoring of environmental fate and product chemistry studies. 
· Primary client, laboratory, attorney, and JSC staff contact on designated projects. 
· Extensive experience preparing scientific documents for lay audiences on toxicology, environmental toxicology and fate, residue and product chemistry studies. 
· Coordinated technical, scientific, and managerial staff associated with contract study management. 
· Prepared, administered, and monitored laboratory contracts for clients, including obtaining laboratory bids, normalizing those bids, then choosing one to recommend (in conjunction with scientific and managerial staff) to the client; as well as budgeting and processing invoices after the contract was awarded. 
· Assisted in the supervision and training of subordinates. 
· Recognized for attention to detail, relating cross-project issues, problem analysis, customer service orientation, and coordinating “difficult technical groups.” 

· While at JSC, brought in a $11M project $7M under budget and years ahead of schedule without compromising quality. 
Bench Chemist 
Spectralytix, Inc.  

Gaithersburg, MD





June 1990 – November 1991
· In the EPA Protocol section, extracted samples (air, water, soil, and other materials) according to EPA protocols for analysis of contaminants. 

· In the Pesticide Residue section, extracted food samples according to FIFRA protocols for submission to EPA in support of new chemical pesticide registration. 

· Provided data entry and report writing support for the Pesticide Residue group.

· Completed QA basic training in the Pesticide Residue group. 
Additional experience as the assistant manager of a travel agency ($1 MIL+), and in several positions working with the public. 
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Education 
· George Mason University. Graduate Course in Biological Resource Management.

· Old Dominion University, Cum Laude. BS Biology (ecology concentration), Chemistry Minor. Golden Key National Honor Society.

Training 
· MadCap Flare Basic/Intermediate (November 2010)

· What’s New in Office 2007 (June 2009)

· Project Management & MS Project 2003 (custom; July 2008)

· Dreamweaver CS3, Levels 1 & 2 (May & June 2008)

· Design Concepts for Web Sites (July 2007)

· IT Project Management Training (Rita Mulchy’s PM Crash Course, 2007). 

· Network+ Certification Training in Computer Networking (2006). 

· A+ Certification Training in PC Hardware and Software Operating Systems 
· Introduction to Mining (MSHA 2005) 
· Additional training in technical, article, and creative writing; editing; website design; management; presentations; toxicology; QA; and capillary gas chromatography.  [image: image22.png]
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