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COMPUTER SKILLS

Word Processing
Layout/Desktop Publishing

Platforms
Other

OTHER SKILLS

EMPLOYMENT
Communication Coordinator

World Association for
Children and Parents

Renton, Wash.
Feb. 2003–present

Freelance Writer/Editor
Seattle, Los Angeles

1992–present

User Interface Editor
drugstore.com

Bellevue, Wash.
July 1999–Oct. 2000

Editor/Desktop Publishing
Supervisor

Daniel, Mann, Johnson, and
Mendenhall

Dec. 1996–June 1999

Copy Editor
Sakson & Taylor Onsite

Seattle, Wash.
Feb. 1995–Aug. 1996

Associate Editor
Northwest Health magazine
Group Health Cooperative

Seattle, Wash.
June 1991–Feb. 1995

EDUCATION
Bachelor of Arts

Seattle Pacific University
Seattle, Wash.

May 1992

STYLE GUIDES

WRITING

Expert Microsoft Word user; intermediate proficiency in WordPerfect
Proficient in QuarkXPress; experienced with PageMaker
Windows 98, 2000, NT, XP; Macintosh
Microsoft Excel, PowerPoint, FrontPage; Macromedia Dreamweaver; e-mail programs;
Web browsers; HTML; XML

Superb writing, editing and proofreading skills; meticulous attention to detail; 
independent worker; creative troubleshooting/brainstorming abilities

For this international adoption agency, I maintain and edit a Web site
(www.wacap.org); write and edit a monthly newsletter, a quarterly magazine and miscel-
laneous direct mail pieces; write and produce advertisements; edit and coordinate pro-
duction for all printed materials; handle media inquiries and perform other on-demand
tasks too numerous to mention.

I’ve crafted prose for Web sites, books, newspapers, newsletters, brochures, reports,
handbooks and programs. Clients include MSN.com, Microsoft Press, Seattle Weekly,
Amazon.com, World Vision, drugstore.com, Group Health, Online Training Solutions,
Inc., Seattle Arts & Lectures and the Seattle–King County Department of Public Health.

I wrote and edited a variety of text for this e-commerce company (www.drugstore.com),
including health and lifestyle articles, help text, user interface pages and marketing
copy. I helped to implement new features and policy changes, making sure they were
described clearly and succinctly.

For this international architecture/engineering/construction management firm, I
edited a variety of technical and marketing materials, including proposals, brochures,
newsletters, reports, manuals and internal documents. I edited and wrote content for
the firm’s award-winning Web site (which, unfortunately, no longer exists) and par-
ticipated in strategic planning and presentations to senior management.

As a contractor at Microsoft, I was part of the editorial team for OnParenting—an
online health and parenting magazine. I edited over 700 full-length medical articles,
wrote introductory “teasers” for each article and created interactive quizzes to intro-
duce users to various medical topics. In addition, I wrote our team’s style manual
and created time-saving macros to automate simple editing tasks. Other duties
included troubleshooting and database maintenance.

I proofread and copyedited all content for this regional health magazine, which had
a circulation of 186,000 and was published by Group Health, one of the country’s
largest regional HMOs. I also wrote features, departments and short articles on
assignment, and won or shared 10 professional awards.

I graduated magna cum laude with a self-designed major in journalism and a minor
in music. I earned academic honors every term, was listed in Who’s Who in American
Colleges and Universities and worked 20 to 40 hours a week to pay for it all.

I am thoroughly familiar with The Associated Press Stylebook, The Chicago Manual of
Style and the Microsoft Manual of Style for Technical Publications.

World Vision. I’ve written project proposals for this international relief and develop-
ment agency (www.worldvision.org).
Response. I write feature stories for Seattle Pacific University’s alumni magazine.
My work has also appeared at drugstore.com and in Northwest Health.
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drugstore.com. If a page tells the user what to do or how to do it, chances are I
wrote or edited it.

World Association for Children and Parents. I edited the quarterly newsletter and
rewrote the Web site for this child adoption agency (www.wacap.org).

Online Training Solutions, Inc. For this publisher of technical and training books
(www.otsiweb.com), I’ve done freelance copyediting and technical editing on user
manuals for Microsoft Project and FrontPage.

Daniel, Mann, Johnson, and Mendenhall. I’ve edited everything from technical
reports to résumés to a Web site for this Los Angeles–based architectural firm.

Microsoft OnParenting. Online parenting magazine for the Microsoft Network.

Northwest Health. Bimonthly Group Health membership magazine.

Seattle Arts & Lectures. Nonprofit association (www.lectures.org) that sponsors lec-
tures by major authors, e.g., William Styron, Annie Dillard, Joan Didion and Dave
Barry. I edited programs for each lecture.

“The Health of King County’s Children.” Special report from the Seattle–King
County Department of Public Health.

The Right Track. Complete set of printed materials, including a 14-chapter handbook,
for diabetes patient education at Group Health.

WinePress Publishing. Content editing, copyediting and proofing for this book 
publisher in Enumclaw, Washington.

Northwest Health Media Kit. Guide for potential advertisers.

Northwest View. Quarterly membership magazine for Group Health Northwest, an
affiliate of Group Health in eastern Washington.

“Integrating Health Promotion for Seniors into Primary Care.” Monograph on a
successful program for senior citizens at Group Health.

Violence Prevention Work Group Report. I wrote the rough draft of this major report
on youth violence for the Mayor of Seattle.

Miscellaneous Group Health publications. These include various communiqués,
handbooks and quarterlies, as well as consumer health brochures on such topics as
breast cancer screening, pregnancy classes and transportation services.

Hammers and Nails: The Life and Music of Mark Heard. I did proofreading and
discography research for this biography of the late songwriter.

WORKS EDITED

WORLD WIDE WEB

PROFESSIONAL AWARDS
WashingtonPressAssociation
Communicator Awards, 1992

Society of Professional
Journalists

Western Washington chapter
Excellence in Journalism

Awards

Washington DOC
(Doctors Ought to Care)

As an amateur Webmaster, I maintain two sites: The Electric Mandolin Resource
Page (www.emando.com) and Where Is That Place? The Unofficial Tonio K. Home
Page (www.go.to/toniok).

First Place, Caption Writing Honorable Mention, Feature Writing
Third Place, Science Reporting Honorable Mention, Headline Writing

1992: First Place, Headlines & Captions
1993: Third Place, Headlines & Captions
1994: First and Second Place, Headlines & Captions

Third Place, Science & Health News & Features

1992: “Kick Butt” award for a story on tobacco counteradvertising



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


