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Take my bullet train EXPRESS to your high-tech documentation!
Self-actualizing Writer/Consultant. Serving Silicon Valley for 25 years. Effective long-range planner. Super goal oriented, super driven, super creative. Quick to learn, committed to self-education. Highly imaginative. Unfazed by relentless change. Dependable. Work equally well in vest n' tie or shirtsleeves. A virtual compulsive on details and deadlines. Always on time with assignments.
Relevant computer skills:
Expert with MS Word, FrameMaker, Visio, Dreamweaver, TopDown, Excel, PowerPoint, Acrobat, RoboHelp, Win NT/95/98, MacOS, UNIX, Solaris Workstations, MS Office, Perforce, PageMaker, Canvas, QuarkXPress, others. Fluent in ProModel Simulation, C, Pascal, Fortran, BASIC. Working knowledge of HTML, Java, Visual Basic, DOS, HP MPE, VAX, UNIX, CADRE TeamWork, VMS, PICK, Ethernet, SQL, relational databases, CASE tools, I/O handlers, program generators, multi-user and timesharing operating systems. More: 9–years experience as Senior Programmer/Analyst and Software Design Manager (real-time, multi-programming, various machine languages, operating systems, and compilers).
Accomplishments as Writer/Consultant include:

• Founded the Documentation Express and Senior Management Services. 

• Completed over 300 high-tech writing projects in SF Bay Area:

• Technical manuals, user guides, tutorials, research reports.

• ISO 9000 total quality manuals; franchise manuals

• Brochures, sales literature, advertising, direct mail.

• Website design and implementation.

• Software applications include accounting / banking / portfolio management, aerospace & scientific, bio-medical, communications, energy management, franchise development, manufacturing, semiconductors, other applications, Internet, compilers, data bases, real-time, multi-user.

• Hardware applications include mainframes, minis, micros, peripherals, and components.

• Developed documentation, systems, and technology for the following:

• Business process design, development, and simulation

• Researching, organizing, writing, and managing projects.

• Streamlining processes for edit / review / update / release cycles.

[image: image1..pict]• Interviewing managers, programmers, engineers, executives.

• Planning work.

• Managing writers, illustrators, contractors, printers.

• Coordinating projects, managing time.

• Debugging new products.

• Tracking work-in-progress.

• Communicating with clients, staff, vendors.

• Scheduling work, reporting progress.

• Clients include software / hardware developers, service companies, and more: Abbott Labs, AMD, Amdahl, Applied Materials, Bank of America, Concept Systems, Cutek, Diasonics, Geoworks, Harris, IBM, Intel, ITT, LaserSonics, Lockheed, Measurex, Qume, Rolm, Sun, UltraTech Stepper, VLSI, 2Bridge, 3Com.

I seek an opportunity for service at the level of excellence. Dedicated enthusiasm and proven performance in Communications / Project Management / Marketing / Sales.

If you think you need an entire staff to get things done, please allow me to demonstrate I am the High-Tech Writer you want.

Samples, detailed Project Profiles, and resume at: http://www.DocumentationExpress.com
References on Request.
Associations: Toastmasters (ATM), Registered Thoughtstorm Pilot, Silicon Alley Entrepreneurs Club (SAEC), Nevada Technology Council, Free Enterprise Society.

Resume Update

Imagine. You can gain the benefits of a creative, dependable business consultant for the price of a “writer!” Just look at my recent accomplishments at an enormous Santa Clara manufacturer of semiconductor equipment.

Developed ISO 9000 Business Process Documentation

· Developed detailed ISO 9000 documentation for many departments including: 

	Document Control
	Engineering
	Finance

	Manufacturing
	Marketing
	Operations

	Product Management
	Product Support
	Quality Assurance

	Quality Control
	Research
	Sales

	Shipping
	Software Development
	


· Interviewed over 100 personnel including engineers, programmers, managers, and executives to get information for the ISO 9000 documentation

· Developed over 1000 pages of sophisticated work instructions and flowcharts
· Developed comprehensive, step-by-step work instructions for Quality Assurance Technicians
· Developed up-to-the-minute Training Program and Training Manual for 8-week course to certify Quality Assurance Technicians

· Coordinated communication with personnel in Texas, Santa Clara, and Japan
Created Business Plan for Corrective Actions

· Designed and flowcharted effective Corrective Action Business Plan for handling “problem logs”

· Interviewed dozens of engineers, managers, executives about implementation of the Business Plan

· Designed and developed probabilistic modeling software to simulate the processing and corrective actions related to hundreds of weekly problem logs

· Consulted with the software designers of the Problem Log and Corrective Action Database

Coordinated Writing Team

· Developed standard format & template for ISO 9000 documentation
· Developed standards for developing highest quality ISO documentation

· Developed and documented standard interview techniques for professional writing team

· Organized and conducted better-than-ever weekly meetings with writing team

· Trained writers in use of Microsoft Word

Consulted with Management

· Consulted with Directors and managers about departmental organizational strategies and computer implementation

· Organized and conducted strategy/planning meetings with key personnel from many departments

· Developed Action Plans for many projects company-wide

This client employed the toughest critics I know. I did a great job. I know because they offered me various positions in the company. I declined, however. Why? As a skilled, professional contractor with many resources, I prefer the variety of working with diverse clients. Thus, I respect both short-term and long-term contract projects.

Hope this update helps.

Regards,

Mike Hayden

“If you think you need an entire staff to get the job done, let me demonstrate I’m the one you want.”
Resume Update
As a Senior Writer / Consultant, here’s what I accomplished for a start-up pioneer in “wireless server software.”

Client’s server software lets businesses communicate with cell phones, pagers, PDAs, mobile computers, and all the latest wireless devices. Using this software, companies can automate and customize wireless content services, providing an information system accessible from anywhere via HTTP, SMS, email, and event-driven information.

Applications include electronic commerce, wireless Internet, email, real-time content delivery, sales force automation, etc.

Services Provided

Complete service to research/organize/write/edit/release of API documentation.

	· Developed formal Action Plans and set milestones for all projects.
	· Took initiative, planned the work, worked the plan.

	· Optimized SME’s time by advanced interview planning.
	· Developed graphics, illustrations screen captures and diagrams.

	· Transcribed interviews.
	· Conducted peer reviews.

	· Converted MS Word documents to Web pages.
	· Delivered all projects and assignments on time.

	· Always on time to meetings.
	· Maintained communication; pursued details.

	· Developed Controlling Calendars for all projects.
	


Software Used

MS Word, Visio, Java, Acrobat, Dreamweaver, Framemaker, GroupWise, MS Project , Mobile Server, Netscape Navigator, Windows NT, Mac OS 9

Projects

Developed Software Developer Kit (SDK)

Coordinated research and reviews with subject matter experts (SMEs) including Java programmers, system administrators, technical managers, and marketing personnel. Transcribed recorded interviews

Developed comprehensive, step-by-step work instructions for Developers, covering:

	· Product introduction 
	· Tailoring the system

	· Designing, and implementing services
	· Flowcharts, illustrations and diagrams

	· Configuring transports
	· Running services

	· System security
	· Installation


Developed SDK Administration documentation plans.

Developed Server Functionality Documentation (SFD)

Developed API documentation including Wireless Transport and System Flowchart with descriptions. Coordinated research and reviews with Java programmers. Documented and flowcharted transports and internal processing. Researched and documented Small Message Service (SMS) including network elements, architecture, applications, benefits and system requirements.

Developed Service Developer’s Guide

Assisted in the design/development/verification of PhoneDial(TM) Service.

Developed PowerPoint presentation for PhoneDial Service.

Developed Leadership and Management Training including the following:

	· Interview techniques for professional writing team
	· Principles of Management for Non-Management Personnel

	· Principles of Delegation
	· Principles of Regulating

	· Principles of Position Interface
	· Personal Objective Development Guidelines

	· Contractual Commitment System
	· Standards Development Guidelines

	· Benchmark Development Guidelines
	· Management Glossary


Technical

	· Researched Java programming & EJB.
	· Flowcharted Java programs.

	· Developed System Flowchart.
	· Developed Authentication Flowchart.

	· Reviewed software specifications.
	· Attended Seminar on UML by Rational.

	· Implemented Java source code examples into documentation
	.


Marketing

	· Edited technical white papers.

	· Critiqued marketing brochures, providing detailed analysis & recommendations.


Training

	· Conducted 8-week Leadership & Management Training

	· Edited customer-training slides.


Management

	· Attended staff and company meetings.

	· Submitted weekly status reports.

	· Developed position contract for Department Manager.

	· Prepared  & delivered Leadership and Management workshops.

	· Conducted Thoughtstorm® sessions.


Summary

As a skilled, professional contractor with many resources, I enjoy the variety of working with diverse clients. I love working with startups! As an expert in business process development, I can also help both new and seasoned companies grow their businesses. Thus, I promote both short-term and long-term contract work.

For more information, see my web site:


http://www.DocumentationExpress.com 


http://www.SeniorManagementServices.com/10_about_mike_hayden.html 

Regards,

Mike Hayden

“If you think you need an entire staff to get the job done, let me demonstrate I’m the one you want.”
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