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Dedicated professional with expertise in communications, marketing, and 
customer/client education. Skilled in project management, creative problem 
solving, and meeting customer needs. Offers a rare combination of in-depth 
financial expertise, professional presentation skills, ability to simplify complex 
concepts, and collaborative approach with clients and teammates.

SEPTEMBER 2009 – MAY 2010
CONTRACT WRITER (TECHNICAL) - ABC CORPORATION

 Worked with Mechanics/Instrument Technicians to complete red-lines of 
documents.

 Collaborated between the Mechanics/Instrumentation Technicians to create a 
clear description and justification.

 Provided preliminary document formatting.
 Collaborated with supervisors for training updates (i.e. review training material 

to determine if updates are needed).
 Collaborated with MRO when part numbers are changed to ensure the parts are 

on the BOM.
 Initiated EMDCR for maintenance plan changes, part number, and quantity 

changes, new equipment.
 Collaborated with safety for review of safety changes.

2005 – 2009
CONTRACT WRITER - DELTA CORPORATION

 Ensure that constituents voices are heard, by writing letters to send to various 
government officials.

 Set up for auctions in several different counties in the US Auction off foreclosed 
and bank owned homes Must process of the buyer.

 Researched various topics and created blog posts for outlets nationwide.
 Provided technical writing and editing services to Morrison-Knudsen Saudi 

Arabia Consortium.
 Assisted in designing, editing, writing, and producing reports detailing the 

history of multi-billion-dollar construction projects in Saudi Arabia.
 Researched and wrote document sets for the laser plotter and inkjet printer 

product lines.
 Commissioned to write a legally binding Work Authorization contract for 

insurance and liability purposes Created the documentation for the company.
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EDUCATION

High school diploma in Relevant Coursework, Licenses and Certifications - 
(Branson High School - Branson, MO)

SKILLS

Writing, Editing, Reporting, Communication.
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