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EXPERIENCE 

Freelance Technical Writer 
Crossing Arrows Counseling Services Nov 2022 – Present 

Contributing to the success of a newly established behavioral health clinic by 
addressing essential documentation requirements. Current responsibilities 
include: 

 Overhau ling the cl in ic ’s pol icies and procedures manual,  researching 
regulatory mandates t o ensure the manual is a ligned wit h these requirements.  

 Craft ing persuas ive and wel l-structured proposa l responses to secure f unding 
to launch a new community -based program.  

Technical Writer 
ADM Associates, Inc. – Remote  Dec 2022 – August 2023 

Supported ADM’s residential, commercial, and industrial projects for evaluating 
energy efficiency programs. Key responsibilities included: 

 Report  Rev iewing/Edit ing  
− Editing annual and quarterly energy eff iciency evaluat ion reports,  ensuring 

precision, coherence, and alignment with client-specif ic requirements.  
− Collaborat ing with user groups throughout the report f inalization and publicat ion 

process. 
 Document Standard izat ion  

− Developing and maintaining custom templates tailored to the unique needs of  
individual contract groups, streamlining the creation and publicat ion of reports.  

− Developing and applying company documentation standards (style guide).  
 Process Improvement  

− Standardizing and opt imizing the ent ire report development process, enhancing 
efficiency and consistency in report production. 

 Training and User Support  
− Creat ing demo videos and reference documentat ion with visuals on properly 

using templates and styles to produce contract reports more eff icient ly.  
− Creat ing and maintaining a SharePoint site containing various report resources, 

reference guides, and client style guides. 

Proposal Writer 
Kunz, Leigh and Associates – Remote Sep 2021 – Aug 2022 

Supported KL&A’s sales development by performing a wide range of RFx 
response duties. 

Key Contributions: 

 Act ive ly engaged in proposa l rev iew sess ions and cont inuous improvement  
in it iat ives.  

 Contribut ed to t he proposa l team's ef f iciency by ident ifying key areas for  
improvement,  stream l in ing workf lows, and ensur ing opt imal resource 
ut il izat ion.  

Skills 

 Technical/proposal writ ing 

 Knowledge base management 

 Content creation & edit ing 

 Template design/document 
formatt ing 

  Research/ compl iance 

 SOPs/Process improvement 

 Cl ient  support  

Software 

 Acrobat Professional 

 Conf luence & Jira 

 Google Suite 

 Madcap Flare 

 Microsoft Office 365 

 SharePoint  

 Snag-it  

 Slack,  Teams, and Zoom 

Certification 

Certified Scrum Master 
May 2022 
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 Estab lished a SharePoint  hub site to fac il itate col laborat ion throughout the proposa l development process.  
Job Tasks: 

 Read, interpreted, and organ ized so licit at ion documentat ion to address key requirements.  
 Conducted research on c lient  needs, industr y t rends, and compet it ive landscape to inform the content of  

proposa ls.  
 Developed new, or ig inal content for RFP responses, ef fect ive ly communicat ing KL&A’s un ique value 

propos it ions to potent ial c lients.  
 Collaborat ed w ith sa les  and deve lopment management,  t echnica l SMEs, and ot her contr ibutors to  maint ain  

strong coordinat ion and open communicat ion throughout the proposal deve lopment process,  ensuring  
responsive and compell ing content.  

 Updated and mainta ined a library of  proposal assets,  inc luding past proposal  submiss ions,  repurposed 
cont ent,  graph ics,  and related mat erials.  

 Created visua ls to include in proposa l responses, inc luding workf low d iagrams, tables,  and graphics.  
 Developed a proposa ls style gu ide to ensure cons istency in wr it ing style,  formatt ing,  and language usage 

among al l KL&A proposa ls.  
 Managed proposa l projects ef f icient ly in J ira Cloud.  
 Documented interna l proposal t eam processes in the proposal team's Conf luence space.  

Technical Writer 
Truven Health Analytics, an IBM Company – Ann Arbor, MI Feb 2017 – Sep 2018 

Key Contributions: 

 Created, maint ained, and pub lished t echnica l user documentat ion for the company’s data analyt ics products  
targeted to the hea lthcare industry.  

 Effect ively managed mult ip le projects,  ensur ing a ll documentat ion tasks were wel l-def ined and complet ed 
with in establ ished t imel ines.  

Job Tasks: 

 Collaborat ed w ith Ag ile developers  and team leaders t o eva luate  documentat ion needs  in response to  
system changes and evo lv ing user requirements.  

 Created user documentat ion in mult ip le formats,  such as HTML5, Webhelp,  Word, and PDF.  
 Ident if ied and executed enhancements to stream line exist ing user document at ion processes and best  

pract ices,  opt im izing ef f ic iency and qua lity.  

Freelance Technical Writer 
Tooling U-SME – Remote May 2016 – October 2016 

Created templates and content for standard operating procedures (SOP), instructor guides, and on-the-job 
training (OJT) guides. 

Senior Technical Writer 
Nexcess.net, L.L.C. - Southfield, MI Sep 2008 to Jun 2014 

Key Contributions: 

Laid the foundation for all Client Support documentation, taking on a broad range of responsibilities, including: 

 Authored, managed, and des igned user documentat ion,  cat ering t o an array of  respons ibi lit ies.  
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 Developed and mainta ined the C lient  Support  knowledge base (KB) w ith a goa l to reduce non-c rit ica l  
Support  t icket s.  

 Orchestrated techn ical documentat ion workf lows, best  pract ices,  and sty le gu idel ines.  
 Produced and pub lished narrated video tutorials f or Nexcess's YouTube channe l .  

Job Tasks: 

User Document at ion Management  
 Interv iewed sub ject  matter experts and prospect ive syst em users  to col lect  essent ia l data  for craf t ing user-

focused cont ent.  
 Conducted funct ional system test ing,  document ing issues, and proposing UI enhancements.  
 Authored content that  is user-centered and cont ext-based, des igned for various app licat ions and 

reusab i lity.  
Cl ient  Support  Knowledge Base (KB)  
 Implemented and managed a comprehensive knowledge base, empower ing cust omers to f ind qu ick so lut ions  

to common issues independent ly.  
 Collaborat ed wit h c lient  support  techn ic ians to  gather informat ion vit al  for generat ing user-centric  KB  

art ic les.  
 Executed ongo ing ana lys is to enhance the KB's ef fect iveness.  

Technical Writer Consultant 
Northshore Power Systems, LLC - Ann Arbor, MI  September 2007 to June 2008 

Created a set of comprehensive owner’s manuals for a range of Honeywell brand household portable 
generators. Key responsibilities included: 

 Collaborat ing w ith Eng ineers,  Pro ject  Managers,  and Honeywel l management to ensure manual compliance 
with f edera l safety standards and adherence to Honeywel l's branding requi rements.  

 Generat ing user-centr ic content through research and hands-on experience, prov id ing clear instruct ions fo r  
bas ic product operat ions.  

 Employ ing sing le-sourc ing met hods t o author mult iple versions of  the manuals,  ensur ing f lexibi lity and 
cons ist ency in cont ent de livery.  

 Effect ively managing budget and t imelines f or the overal l p roduct ion of  hard copy manuals,  opt imiz ing 
resource ut il izat ion.  

EDUCATION 
Eastern Michigan University,  Ypsilanti, Michigan 

Bachelor of Science | Major:  Public Administration   Minor:  Management 

CERTIFICATION 
Certified Scrum Master, May 2022 

VOLUNTEERING 
Elara Caring Hospice December 2021 – Present 

Volunteer hospice companion, providing support to hospice patients and their families. 
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