SUSAN MARIE SARKES

18 Walcott Road
      Content Writer/Editing/Documentation
Watertown, MA 02472-3317





        smsarkes@yahoo.com
617/923-0531 (residence)





         617/640-0504 (mobile)
SUMMARY
Highly productive, award-winning content writer/editor. Experienced with global teams, online content, translated documents, and document-control systems. Proven track record with streamlining workflow, improving GUIs, and teaching writing skills to ESL staff. Recognized for ability to produce “exceptionally clear content” and “meet all deadlines.” Consistently established lines of communication with myriad cross-functional areas. Excellent interpersonal, verbal, written, and communication skills. Professional, diplomatic, creative, self-starter.
KEY ACCOMPLISHMENTS

· Won STC awards three years in a row during annual documentation competition. 
· Served on Cisco Systems Style Guide Committee; authored many other style guides.
· Taught writing skills to personnel who did not have U.S. English as a first language.
· Contributed PowerPoint presentation, Writing Skills for Everyone, to best-practices website.
· Received Awards of Appreciation for serving on Cisco Emergency Response Team and editing quarterly Quality Newsletter for Cisco technology group.

SOFTWARE 
· MS: Project Professional, Outlook, Word, PowerPoint, Excel, SharePoint
· Adobe: FrameMaker, Distiller, Reader

· Other: Plone, VMware, IPTV, VPN client, Skype, Qlock; currently learning WordPress
EXPERIENCE

CAMBRIDGE INTERACTIVE DEVELOPMENT CORP., Cambridge, MA

Content Provider and Editor; FrenchTranslator



February-March 2010

· Provided web content and editing for wikis and ISO documentation. 

· Translated technical specifications from French to English for engineering staff. 

· Combiled and published editorial wiki to standardize documentation that I edited. 

· Documented some of the user interface and posted to website for engineering review. 

· Helped to set up the MS KnowledgeTree document-control system. 

· Designed and optimized workflow to meet stringent deadlines. 
CISCO SYSTEMS, Boxboro, MA

Senior Technical Editor







2005 - 2009
· Edited myriad documents for a team of documentation manager, 11 to 13 writers, product managers, marketing staff, and various engineers; many writers were in global locations.

· Provided online style sheets for every product and release to ensure consistency.

· Ensured that all documents adequately explained user interface. Regularly met with developers to address any usability and other issues to increase clarity and value. 
· Mentored a team of 3-5 writers, based in Chennai, India. Met weekly to improve writing, strategize about appropriate wording, and discuss edits. Writing improved significantly.

MAIN STREET CHIROPRACTIC, Waltham, MA

Office Manager

2004-2005

· Answered telephone and patients’ questions.

· Collected payments from patients.

· Made patient appointments for future treatments.

· Filed insurance claims and successfully negotiated payments from insurance companies.

NIIT, New Delhi, India
Lead Developmental Editor (telecommuter)

2002 – 2004

· Edited a wide variety of documentation. Suggested clearer ways to present the information. 
· Transformed text into U.S. English. An editorial team in India wrote documents. 

· Regularly corresponded with my project contacts in New Delhi to set editorial policy, optimize workflow, improve editorial quality, and update documentation writing guide. 

KRONOS, Chelmsford, MA
Principal Technical Editor







2000 – 2003

· Corrected text, graphics, and icons to avoid problems with translation and localization. 

· As lead project editor, used spreadsheets to track deliverables, writers, and production. 

· Optimized system for document release to printing and manufacturing. 

· Designed procedure and workflow for release of newly written documents to beta users.

· Represented Technical Publications Department at regular GUI design meetings.
PROGRAMART, Cambridge, MA

Technical Editor

1999–2000

· Authored first Programart Style Guide, based on standards from the Microsoft Manual of Style and The Chicago Manual of Style.
· Instituted editorial standards to protect copyrighted brand and product names, and ensure their correct notation in documentation.

BBN PLANET (now GTE), Cambridge, MA 
1998–1999
Project Lead

· Developed 50-question survey to determine necessary changes in structure and functionality of GNI-Web, a repository of shared engineering documents and drawings.
· Administered survey to 100+ interviewees: engineers, content providers, and managers.
· Compiled survey results into Executive Summary for management review and execution.
· Edited and converted various documents to PDF prior to their publication on GNI-Web.
EDUCATION

· BA, Communication/Journalism, St. John Fisher College, Rochester, NY

· AS, BusAdmin/Computer Science, Monroe Community College, Rochester, NY

· Information Design & Delivery courses, Bentley, College, Waltham, MA
· MS SharePoint training, Microsoft, Waltham, MA

· French fluency: 60-70% reading; approximately 60% spoken

PROFESSIONAL AFFILIATIONS & CERTIFICATIONS

· Society of Technical Communication, Boston (MA) Chapter; also, Technical Editing, Globalization, and Academic SIGs

· Localization and Globalization Fusion Society
· Cisco Emergency Response Team Certifications
For excellent references, see linkedin.com/ssarkes/.
