Robert E. Clark
723 Lynnwood Drive

Minerva, OH 44657

330-868-6688

Clarkre55@aol.com
CAREER SUMMARY
Stellar Technical Writer and Documentation Specialist recognized as a flowcharting expert and Visio “guru.”  Demonstrated excellence using word processing, desktop publishing, and graphics applications to create electronic and paper documentation. Recipient of several awards based on work quality and problem-solving.  Able to capture the fundamentals of job activities and processes simply and precisely.  Skilled in producing deliverables that meet the needs of diverse, hard-to-please customers.  Specific skills include:
	· On-Line Help Procedures
	· Process Flowcharts

	· Software Testing
	· Project Planning


Software:  Adobe FrameMaker, Visio, Microsoft Office Suite, RoboHelp X5, Adobe Acrobat Pro, Lifecycle Designer, Outlook, WordPerfect, Lotus Notes, CorelDraw, Corel Paint Shop Pro, SnagIt

HIGHLIGHTS OF QUALIFICATIONS

· Selected to assume testing activities of in-process “upgrading” project involving electronic forms and store communication.  Thorough testing and follow through led to the achievement of an error-free, on-time completion (American Eagle).

· Improved Home Office’s ability to communicate and exchange electronic form data with over 500 retail stores by authoring best practice user guides for the store communication web-based application.  This application reduced form processing to 24 hours from days or weeks (American Eagle).

· Recipient of MR division quality award and selected as finalist for the Picker International President’s Quality Award for innovative documentation design (Picker).
· Authored over 100 process flow diagrams identifying bottlenecks, duplication of work,


unnecessary procedures, and streamlining processes saving hundreds of man hours (AmTrust).

PROFESSIONAL EXPERIENCE

Radcom, Inc, Hudson, Ohio






2008 – 2009

An e-learning, training and documentation designer/developer located in Northeastern Ohio.

Technical Writer
Successfully produced client-focused documentation solutions, including:
· Created government user, service and installation manuals.

· Developed process instruction guides for manufacturing engineering clients 
· Updated medical device user’s guides  

· Developed college-level course guides and interactive forms

· Created style guide used by other consultants to develop course guide documentation

· Viewed as mentor for other interactive form writers
AmTrust Bank, Cleveland, OH






2005 - 2008
A national presence in retail banking, mortgage and construction lending, investment and insurance services. One of the largest mortgage lenders in the U.S. with over $17 billion in assets. 
Process Documentation Specialist II



Assigned to Enterprise Risk and Compliance department.  Assumed Lead Mortgage Process Documentation Specialist position.
· Converted several hundred internal and external Ohio Savings Bank forms to the AmTrust Bank format meeting the deadline for final conversion.

· Audited and identified out-of-date forms removing them from circulation and ensuring the integrity of bank processes.

· Created procedures for the operations, Wholesale/Consumer Mortgage and Commercial Construction Lending (CCL) Online Help systems improving customer satisfaction and staff performance.
· Developed Sarbanes-Oxley process documentation importing risk/control assessment data, policy and procedural documentation into the OnBase repository. Accurate, detailed record- keeping directly contributed to passing OTS audits.

Olympic Steel Incorporated, Bedford Heights, OH



2004

Steel service center specializing in the processing and distribution of large volumes of carbon, coated carbon and stainless flat-rolled steel. 
Technical Writer - Contract
Created policies and procedures required for OSI’s Corporate and Divisional MIS departments.

· Completed previously undocumented policies / procedures ensuring compliance with Sarbanes-Oxley methodology.

· Designed, organized, and developed Policies and Procedures manual.  Recognized by Price Waterhouse-Cooper as “the best documentation that they had ever seen.” 

American Eagle Outfitters, Warrendale, PA



    
2000 - 2003

Leading clothing retailer operating 868 stores in 50 states.
Technical Writer
Designed, organized, and implemented projects from assignment through completion, including learning the software and hardware functionality, participating on business project teams, and attending product development team meetings. 

· Documented detailed store layout information and provided clear, accurate diagrams for new store set-up.
· Coordinated production / delivery of all documentation packages to over 900 stores. Each store received correct information which expedited the installation or upgrade of new products.
· Co-designed and implemented Information Services (IS) Documentation Management program which, for the first time, identified the contents of the IS library, location of document source files and the process to update an existing document. This program saved hundreds of hours and increased productivity by reducing duplication of effort within the company.
Picker International, Highland Heights, OH   




1986 - 1999

3rd largest medical electronics firm specializing in X-ray, MRI, and CAT scanners. Company acquired 1999.
Senior Technical Writer

Developed user, service, and installation documentation of Magnetic Resonance Imaging (MRI) equipment. Interacted daily with Engineering, Service Engineering, Training, and Clinical Applications personnel to gain project knowledge. 

· Supervised the inventory and distribution functions, improving customer satisfaction and significantly reducing missing field manuals.
· Developed and maintained the manual archival program ensuring each customer received up-to-date documentation packages.
· Received MR division quality award and was selected as a finalist for the Picker International President’s Quality Award for innovative documentation design.

Picker International (continued)
· Received Service Empowerment Award for decisive action in troubleshooting, and repairing the defective assembly on a training MR system. Quick action saved the company thousands of dollars by preventing the cancellation of a training class. 
· Received Service Innovator Award for going beyond the scope of responsibilities and voluntarily augmenting the training staff by writing several calibration lab instructions.
· Served as lab instructor providing focused MRI Calibration Service Trainings improving field trouble-shooting skills and drastically reducing calls to home office support. 

· Co-created the Technical Publications Documentation Control Board, which defined the highest priority MRI-related documentation projects for the Technical Publications group.
ADDITIONAL INFORMATION

Diebold Incorporated, Canton, Ohio









Product Support Engineer

United States Navy







     



   

Sonar Technician - Honorable Discharge
EDUCATION & PROFESSIONAL DEVELOPMENT 
Associate’s Degree – General Studies
Kent State University, Canton OH
Bachelor of Science: Computer Science Web Design, 
Anticipated Conferral: 2011
Kent State University, Kent, OH
 Technical Writing Certificate – 2008
Cleveland State University, Cleveland, OH

Introduction to XHTML, 2008
Introduction to HTML, 2007
International Web Masters Association (IWA)

PROFESSIONAL ORGANIZATIONS

Society for Technical Communication (STC), Senior Member

International Webmasters Association (IWA) Member

