Janet Gavin
Lake Forest, California  92630
Email:  JMGavin@aol.com
Web Site:  www.janetgavin.com
PROFILE and OBJECTIVE   

Writer, editor, and former Professor of English with excellent Microsoft Office skills and experience in desktop publishing.  Qualified and available for these positions:
(
Writer, editor, and desktop publisher in corporate or marketing communications.
(
Trainer in organizational communications and/or computer applications.
SKILLS

(
WRITING and EDITING:  Taught writing and grammar to college students for many years.  Major duties in other positions included writing and editing policies, procedures, reports, and correspondence.

(
COMPUTER SKILLS (using PC or MAC operating systems):  Please see sample projects at www.janetgavin.com/a1skills.htm.

(
Microsoft Office:  Word, Excel, Outlook, PowerPoint, and some Access.

(
Layout:  Brochures, posters, tote bags, and t-shirts using Adobe programs (Illustrator, Photoshop, Acrobat, PageMaker, In-Design).

(
Web Experience: 


(  
Using Dreamweaver, designed web site www.janetgavin.com.



(  
Maintained web pages on employer web site using MS FrontPage.  


(  
Enough HTML to be dangerous (can make adjustments to HTML in Dreamweaver Code View when program hiccups in Design View). 

(
TRAINING:  Experienced and effective trainer (e.g., communication skills, computer applications).  Highly skilled at boiling down complex material into manageable segments and goals. 
(
RESEARCHING:  Taught research skills to college students enrolled in advanced English composition (the term paper course).  Very experienced at using a variety of sources and methods, including the Internet (of course) and major library cataloging systems—e.g., Dewey Decimal and Library of Congress. 
(
PUBLIC SPEAKING:  Award-winning public speaker and speech writer.

(
BOOKKEEPING experience:  

(
Reconciled expenditures to general ledgers.

(
Prepared financial reports and analyses.

EDUCATION
(
M.A. in English:  San Diego State University (GPA 3.85).  

(
B.A. in English:  California State University, Northridge (GPA 3.78, Summa Cum Laude).
CERTIFICATIONS 
(
Community College Teaching Credential in Language Arts and Literature. 

(
CBEST:  Passed state exam certifying secondary school teaching qualifications. 

(
Certified Red Cross Trainer in First Aid, CPR and AED (defibrillator).

(  FEMA certificate for Community Emergency Response Training (CERT).
WORK EXPERIENCE (chronological)  
(
2006 – 2007:  Publications Administrator - Writer/Editor, Bernards General Contracting and Construction Management, Laguna Hills, CA.
DUTIES:  Wrote and edited training materials, construction procedures, and company policies.


(
Saved company’s engineers and project managers an enormous number of expensive man hours by cutting wordiness and increasing clarity in training materials, construction procedures, and company policies.  

(
Please see examples of “before and after” sentences on this web page: 

www.janetgavin.com/writing_editing_samples_jgavin.doc.  Also see articles "Doublespeak Can Be Deadly" and "How Skilled Editors Can Save Your Company Money":  www.janetgavin.com/janet_gavin_editing_article.pdf
(
2001 – 2005:  AAIII - Communications Specialist, Continuing Medical Education (CME), School of Medicine, University of California, Irvine.


DUTIES: 


(
WRITING:  Wrote procedures used to train CME course coordinators


(
IT / WEB / MARKETING COMMUNICATIONS / LAYOUT: 



(
Managed the UCI CME web site (the department’s primary marketing tool).



(
Did layout of brochures, posters, and t-shirts for UCI School of Medicine 



events.  Worked with printing company and mail houses, supervised proofing, 




and approved bluelines.  Saved department significant time and money by 



performing these tasks in-house instead of outsourcing to publishers.

(
IT / COMMUNICATIONS /DATA MANAGEMENT: 


(  
Designed and maintained the CME Database of Courses.


(
Designed and produced a variety of CME reports and forms using Microsoft Excel and Word programs.



(  
Trained staff to use more sophisticated features of Microsoft Office programs.  Acted as “Computer Troubleshooter” when problems arose.

(
1994 – 2001:  Homemaker.  (Also worked as Administrative Assistant in temporary services for Remedy Staffing and University of California, Irvine, 2000 – 2001.)
(
1988 – 1994:  Professor of English, Saddleback College, Mission Viejo, CA
DUTIES:  
(
Taught writing, research, and grammar courses at college level.  
(
Coordinated the Writing Laboratory and maintained the lab computers.  
(
AWARDS:  Awarded four Faculty Development Grants over a six-year period for various special projects.  Example: One grant funded development of a program for Computer-Assisted Instruction in Writing.
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