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OBJECTIVE: Producer
SUMMARY

Over 15 years of experience producing business-to-business and business-to-consumer websites and communications for software, mobile/wireless, and health care industries. Areas of expertise include; managing projects, budgets, and production; designing and testing user interfaces; managing stakeholder relationships; leading multifunctional teams; researching, writing, editing, and developing functional specs, content, and documentation for websites, marketing collateral, email and electronic newsletters, and multimedia,/presentations products, services, and training; defining written and visual styles; managing multiple, simultaneous communications projects; managing dynamic calendars, schedules, timelines and workflows; and working closely with outside customers, multifunctional internal teams and vendors. Proven ability to work in dynamic, deadline driven environments.
PROFESSIONAL HISTORY
Producer, Volt at Microsoft Windows Online, Redmond, WA
5/2010 to present

Develop pages and templates for Windows, Windows Online, and Windows Live external websites.

· Updated content, created structures, and maintain pages and templates in WinPub CMS tool.

· Assisted writers and content developers with content positioning for corporate and international markets and managed production processes.

Contracts Lead, Volt at Microsoft Contract Excellence Team, Redmond, WA
11/2009 to 4/2010
Brought in to test integrity of legal contract data posted on the web in 34 languages.

· Quickly learned and pioneered the use of SharePoint 2010 (beta); trained team on new features.

· Redeveloped and maintained the Contract Excellence portal which serves as a resource center for legal group, domestic and international sales teams, and contract librarians.

Marketing Manager, (contract) Corestaff at Microsoft CBPM, Redmond, WA
3/2009 – 6/2009
Managed content and communications for employee benefits programs and performance review training; supported employee benefits website and print collateral for HR communications group.
 Managed website design and usability, including new projects and existing/ongoing projects and websites
 Edited existing or new (written and visual) content for clarity, accuracy, detail, and brevity. 
 Worked closely with SMEs and content owners to develop internal web and print communications.
 Edited audio training scripts to enhance acting performances and ensure accessibility by podcast delivery; helped group explore social media tools.
Web Content Editor/Producer, (contract) TechStaff/Pace at MultiCare Health System, Tacoma, WA
9/2008-11/2008

Managed integration project merging content from two hospital employee websites into company-wide intranet for hospital staff, medical providers and health care professionals.

 Collaborated with key stakeholders, including marketing communications, sector leaders, and others, to ensure proper visibility, manage development, and report key project results and information. 

 Worked closely with IT to identify and categorize content and program needs. Managed site/document planning, including wire-framing, mapping new and existing content to new structures, and adherence to corporate and business group style guides.

 Developed, maintained, and supported website changes and updates; wrote instructional documents for staff.

Web Producer, Partner Communications, (contract) S&T at Microsoft SMS&P, Redmond, WA
8/2007 – 8/2008
Developed and facilitated website content, standardized content management, and maintenance of website.
 Gathered statistics, developed analytics, prepared reports, and applied results to optimize performance.

 Prioritized and triaged changes and bug fixes to launch web and mobile projects, managed quality control, and executed updates and changes.

 Wrote documentation for ongoing program/website development and maintenance.

 Edited and updated written and visual content for all business groups; supported development of sales tools, presentations, collateral, and all forms of internal and external communications.

 Wrote training materials and program communicating for managers to use content creation and management, and usage tracking and traffic measuring/reporting tools.
Communications Specialist/Writer/Editor, The Hartman Group, Bellevue, WA
5/2007 – 7/2007

Researched, wrote, and edited communications programs for health/fitness research firm.

Web Producer, (contract) S&T at Microsoft PCOE, Redmond, WA
9/2006 – 4/2007
Coordinated design, development, and execution of programs for internal communications, intranet, and website for the worldwide supply management teams for international software company.

 Developed site specs and usability around new SharePoint structures and processes.

 Worked collaboratively with internal stakeholders and subject matter experts to communicate needs into program development, outreach, communications strategies, and branding/positioning.

Product Marketing Program Lead, (contract) Volt at UIEvolution, Bellevue, WA
7/2005 – 7/2006

Coordinated internal and external communications programs, including advertising, trade shows, audio-visual/presentations, and training for product launches for a wireless/mobile software company. 
 Analyzed, defined, and wrote business and functional specs, created use cases and wrote business and user documentation.

 Wrote and edited external online and print content and internal training materials.

 Supervised vendors’ workflow, results, and quality for content and marketing/promotions programs.
Web  Marketing Communications Producer, Tally, Kent, WA
9/1999 – 5/2004

Created strategies to deliver consistent brand message throughout external and partner communication channels for international computer hardware manufacturer. Developed and implemented electronic, internet, media, print, presentations, advertising, direct mail, and email campaigns for external audiences and internal stakeholders.
 Developed business requirements and gathered information, conducted needs reviews, and wrote functional specs for projects/situations.

 Worked closely with IT and managed outside vendors on new and active projects.

 Recommended needs and provided justifications to managers on timing and investments based on traffic, competition, and marketing programs.

 Applied latest developments in web and mobile planning, impact assessment, and development, including B2B (partner) programs, B2C usability, and marketing/sales lead generation
 Managed web products and worked closely with product marketing and program managers in fast-paced highly competitive environment.

 Created use cases, user flows, and wireframes.

 Wrote and edited outreach, support and marketing content, including websites, electronic newsletters, annual reports, organizational brochures, grant applications and proposals.

 Developed content and communications for specific vertical markets and marketing campaigns, including specialized websites, advertising, and collateral.

 Researched, interviewed, and analyzed data for case studies and other documents. Created other collateral materials, such as project scopes, strategy deliverables, training materials, research documents, case studies, and white papers.
 Managed production and content vendors, and supervised new product/website development and ongoing maintenance.

 Managed all site and project testing functions, including user acceptance testing for international website. Developed testing processes, applied testing standards, and collaborated with engineering group to ensure all goals were achieved.
Consumer Documentation Lead/Web Producer, (contract) S&T at Microsoft Exchange, Redmond, WA
 6/1997– 8/1999

Executed product and technical communications programs. 

EDUCATION

Master of Arts, Business Management, University of Phoenix, Renton, WA

Bachelor of Arts, Communications/Journalism, Eastern Washington University, Cheney, WA

CERTIFICATION/PROFESSIONAL AFFILIATION
Accredited Business Communicator (ABC); Member, IABC 
TECHNICAL SKILLS
Content/Tools

Microsoft Word, PowerPoint, Excel, Outlook, Access, Project, Visio, OneNote, InfoPath, SharePoint
Web/Internet

Microsoft SharePoint (MOSS) 2007/2010, HTML/XHTML, CSS, Dreamweaver/HomeSite, JavaScript, Apache, XML, Broadvision/Oracle, Internet Information Services (IIS), WinPub, Visual Studio
Graphics/Print
Adobe Photoshop, Illustrator, Flash, InDesign 

Video/Audio

Cameras, online and offline editing, teleprompters, sound recording and mixing, multimedia streaming, podcasting

Style Guides
Associated Press Stylebook, Microsoft Manual of Style for Technical Publications, Chicago Manual of Style, APA, MLA
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