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Tom Guarnera – Technical Writer | Analyst | Problem Solver
73 Primrose Way | Sacramento, CA 95819 | (916) 205-0743 | tom@guarnera.net
	Skills
	


Writing documentation from scratch  Printed and online documentation (PDF, HTML5, eBook)  Content management systems (CSM)  Copy editing and proofreading  Page layout  Graphic design  Project management (Project Management Institute PMBOK, Agile, Scrum)  Multi-project planning  Team management  Printing logistics  Contract negotiation and customer management  Process improvement and implementation  Rational Unified Process  SDLC Training  International clients  Intranet development and management  Documentation Conversion  Frame to Structured Frame, DITA, Flare

	Tools
	



MadCap Flare and Capture  Team Foundation Server  Adobe FrameMaker  Structured FrameMaker  Astoria  DITA  XMetaL  DITA‑Exchange  Adobe RoboHelp  Documentum  Microsoft SharePoint  Microsoft Word  PowerPoint  FrontPage  Visio  Excel  Adobe Acrobat  Adobe Photoshop  Adobe InDesign  Adobe Illustrator  3Dvia  SolidWorks  AutoCAD  PaintShop Pro  Quadralay Webworks  Microsoft Manual of Style  Rational ClearCase  Rational ClearQuest  Microsoft Project

	Strengths
	



Focus on creating quality products that exceed customer expectations and timelines
Experienced in a diverse set of technical writing and project management skills
Ability to distill and organize complex technical information from a wide range of sources into meaningful end user documentation
Ability to follow an organization’s style guide, processes and standards to ensure consistency between documents
Create implement styles, style guides, processes, and procedures when they do not exist
Work individually or within a team to troubleshoot and solve complex problems
Flexible and adaptive personality that responds well in a dynamic work environment
Understanding of end-to-end software/hardware/engineering development processes
Coordinated in-house and professional printing for hard copy versions of the manuals

	Work Experience
	


Senior Editor - January 2015 to Present
WSP USA (prime contract with California High-Speed Rail Authority), Sacramento, CA
Editor/Technical Writer supporting the California High-Speed Rail Authority contract tasked with program management, integration, delivery, and operations and maintenance on the seven-year, $700 million project contract.
· Provides document editing and proofreading - Policies, Procedures, Plans, User Guides/User Manuals, Training Collateral, MS Office Support, Organizational Charts, Technical Memos, Business Plans
· Applies industry and organizational standard layout and formatting
· Creates and modifies technical illustrations
Senior Technical Writer- November 2011 to January 2015
FMC Technologies – Schilling Robotics, Davis, CA
Wrote and maintained user documentation to support $300 million a year business unit that manufactures remote operated vehicles (ROVs) used in deep water exploration and heavy maintenance in the oil and gas industry. The manuals were written to assist in the mobilization, operation, and maintenance of the vehicles and covered a wide range of subject matter including; software controls, hydraulics, low and high voltage power supply, mechanical hardware, and robotics.
Implemented MadCap Flare in conjunction with SharePoint and network libraries
Using Flare, produced PDF, HTML5, and eBook outputs accessed by web browsers, tablets, smart phones, as well as printed format
Used Adobe FrameMaker to create new material and maintain legacy documents in PDF format for print
Created processes that reduced system manual production time from six to two weeks
Consistently met customer deadlines
Successfully developed and implemented a peer and technical review process
Produced technical illustrations from engineering CAD drawings using 3Dvia, SolidWorks, and Adobe Illustrator
Co-Owner / Solutions Consultant - June 2008 to January 2013
Your Writing Dept., Folsom, CA
Your Writing Dept. provided Technical Writing consultation services to a wide range of customers including state government, software technology, and transportation.
Technical writing, editing, proofreading, writing web copy, page layout
Managed contracts and projects, wrote proposals, responded to RFPs
Managed sub-contractor relations and work review
Developed business relationships and communicating with State of California personnel
Information Manager / Technical Writer - August 2008 to November 2011
Micron (through acquisition of Numonyx in 2010), Folsom, CA
Micron is a semiconductor company producing computer memory devices. Was the sole technical writer supporting the entire wireless Flash memory business unit. However, after Micron acquired Numonyx, I transferred job duties to part of a larger team that supported the entire organization.
Consistently met tight deadlines as the sole writer supporting of hundreds of products and 12-15 engineers
Coordinate datasheet updates with engineering teams based in Milan, Naples, and Catania, Italy
Created technical illustrations used by cell phone manufacturers to implement memory into phones
Converted datasheets from FrameMaker to DITA/XML to leverage common information used in single source content management system (CMS)
Improved datasheet creation and update times providing a faster delivery to market for our customers
Team Lead / Documentation Specialist - September 2000 to June 2008
Verizon Business: Government Markets division (acquisition of MCI in 2005), Sacramento, CA
This division of Verizon Business produced various administrative, reporting and sales applications for government markets. The primary customers were state agencies using vehicle emissions, firearms, and wildlife licensing programs. The team wrote and maintained approximately 50 user manuals, ranging from 90 to 250 pages each.
Team Lead acting as liaison between technical writing team, management and other teams
Responsible for planning and estimating resources needed to meet goals and deadlines
Provided mentoring to junior writers
Analyzed requirements and design specifications to create end user documentation
Wrote, edited and updated single-sourced user manuals and online help
Produced internal process improvement documentation, including flow diagrams, procedures and role definitions
Member of the review board tasked with creating, implementing, and continual improvement of organization processes
Team Lead: Technical Writing and Training + Intranet Webmaster – December 1997 to September 2000
Technical Writer + Intranet Webmaster - December 1994 to September 1997
DST Output, El Dorado Hills, CA
DST Output provides data processing and printed bills, statements, and other collateral for the cable, telecommunications, and financial industries. DST also licensed software to domestic and international vendors.
Team leader of the technical writing group responsible for documenting user manuals and training material for software licensing project implemented in Buenos Aires, Argentina
Trained international client on billing software system 
Created and maintained data on company Intranet as well as maintained server uptime
Taught internal users basic web development class

Other Notable Positions:
Theodore Judah PTA - VP of Communications (elected position)  Kaiser Permanente – Education Specialist  Engineering Design Automation – Technical Writer  Warren and Baerg Manufacturing – CAD Draftsman  Dow Chemical – CAD Draftsman

	Education
	



Masters Business Administration (MBA) with an emphasis in Project Management – Keller Graduate School of Management
Masters Certificate in Project Management – Keller Graduate School of Management
Bachelor of Arts Speech Communication / Minor Journalism – California State University, Fresno

Manager team lead marketing sales leadership leader reduce revenue report analysis significant strong compelling successfully effectively efficiently mastery proficiency competency customer focus people coordinator coordinate brand marketing team player database security warehouse policies style guide identify new pricing saving strategies strategy Detail-oriented Qualified Senior Architect Construction Drawings 3D Models Research Analysis senior drawings architect design develop proofread agile scrum sigma planning content section-508 lean rational dita structured client government contract social media planned maximized Collaborate executive leadership develop content strategies internal external presentations media product 
Support improve process operations training systems engineering Software Enterprise Applications create concepts values culture analyst systems
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