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Cell: (646) 201-3599 / Email: info@tekwriting.net
Objectives
	Communication
	Ensure that information about the process or application is easy to read and accessible to all parties.

	Project Management
	Ensure that configuration and functionality changes are rolled out efficiently and that an understanding of these processes is communicated intelligently to all impacted groups.

	Compliance
	Ensure that process follows guidelines of external regulatory bodies and internal standards.

	Release Management
	For application software, test processes and develop procedures to handle support, testing and release with tools such as Remedy and TestDirector.

For business processes, ensure that procedures are reviewed and tested thoroughly, follow standards and conventions for validation and verification, and are maintained securely in an approved repository.


Business Experience
	Sept 09 – Present
	CECOM (Communications-Electronics Command) at US Army, Eatontown, New Jersey

	
	Logistician (Consultant)
· Examined procedures for Engineering and Acquisition Strategy at Fort Monmouth Army Base.

· Documented and tested processes used by personnel transitioning to base in Aberdeen, Maryland. 

· Worked with a review team to ensure that procedures went through validation/verification process.

· Worked with IBM’s Filenet to store, maintain and share documentation among a four person team.

· Used Vista and Microsoft Word 2007 to process the documentation.

	July 07 –  May 2009
	Deutsche Bank, Exchange Place, New Jersey

	
	Business Analyst and Compliance Officer (Assistant Vice President)
· Worked with various groups to deploy business requirements and documentation for Securities Lending application within the Global Prime Finance (GPF) division of the Investment Bank:

· Traders & Product Managers – wrote User Guides and Release Notes using MS Word, Visio, Snagit, PowerPoint and DocToHelp Enterprise.

· Operations – completed risk assessments for vendor applications such as Loanet; analyzed and documented procedures used by back office to close and settle day’s business.

· Developers – wrote documentation describing underlying logic and infrastructure.

· Business Analysts – developed functional specifications and underlying templates.

· Testers (including users, developers and Business Analysts) –simplified test procedures.

· Support – created guides for setup and maintenance of support procedures by Global team.
· Completed detailed risk assessments for several applications using the Deutsche Bank Risk Asset Management (dbRAMM) tool. This included extensive diagrams of connectivity and system architecture; diagrams were done in Visio.

· Acted in role of TISO (Technical Information Security Officer) and ITPM (Information Technology Project Manager) Delegate to resolve SOx (Sarbanes Oxley) and compliance issues.

· Worked with developers to increase usability of vendor products, including market data feeds from sources such as Reuters and Data Explorer.
· Coordinated activities of BA Team and Application Development team by branding and maintaining templates, organizing meetings and managing a repository in Collabnet.
· Developed Wikis to be distributed internally among the Support team, using Confluence.

· Held training sessions in TestDirector for NY, London, Moscow and India team members.

	Jan. 06 – July 2007
	Bear stearns, New York, New York

	
	Project Manager (Vice President)
· Managed five members of a documentation team in the GPF (Global Prime Finance) PMO (Project Management Office) group.  In this role, added the following benefits to the firm:

· Shortened delivery time by organizing ways of obtaining/storing documentation.
· Significantly reduced support issues regarding complexities of a hedge fund trading system.
· Documented trading software and marketing communications for external clients.

· Documented RFPs and Business Proposals. Coordinated purchase of PMAPS proposal software.

· Evaluated online help authoring tools and content management systems, including DocToHelp and Webworks Publisher. Managed the deployment of chosen software, Webworks Publisher.
· Coordinated materials for software training sessions attended by Client Service Representatives and Relationship Managers for Securities Lending, Corporate Actions and Options.

	Jun. 05 – Jan. 06
	UBS, Weehawken, New Jersey and Stamford, Connecticut

	
	Business Analyst (Consultant)
· Acted as Project lead to analyze and document procedures used by International Fixed Income and International Equities Operations’ personnel to close and settle the business on a daily basis. This was required as part of the ‘Project Hudson’ project which involved migration of Paine Webber Wealth Management processes to UBS Investment Banking single broker dealer.
· Met with SMEs (Subject Matter Experts) to resolve subject matter questions relating to process handled by the Back Office.
· Developed training material for Operations groups as well as SLAs (Service Level Agreements) to resolve failure points between Paine Webber and UBS Investment Bank. Documents were completed in MS Word and Visio.

	Mar. 04 – Jun. 05
	Deutsche Bank, New York, New York 

	
	Business Analyst (Consultant)
· In line with FRB, U.S. Treasury and SEC requirements, acted as Project lead responsible for coordinating build-out of a remote data center and split Operations site to close and settle business of an Investment Banking division responsible for processing U.S. Government and Agency securities, Cash Settlements and Funding (Tri-Party and GCF) in event of a wide‑scale disaster.  

· Worked with System Architecture engineers to document application infrastructure and interfaces.

· Liaised with FRB examiners, internal auditors, IT developers, Operations staff, Infrastructure, Storage/Network Engineering, auditors and BCM (Business Continuity Management).

· To correct a SOx deficiency, analyzed scope and approach for development of General Ledger reports to classify inter/intra-company balance sheet and income statement balances.  

	Jan. 04 – Mar. 04
	EEI (Enterprise Engineering, Inc,), New York, New York 

	
	Technical Writer and Tester (Consultant)
· Examined, tested and documented procedures to install and configure the company product on host server at client locations. EFTX (Enterprise FTX) uses interface known as SIML (Systems Integration Modeling Language) based on OFX protocol for Intuit’s Quicken and Money.  

· Interacted with testing team and provided recommendations for product improvements.

	Sep. 03 – Dec. 03
	Morgan Stanley, New York, New York 

	
	Technical Writer for SOX and FDIC (Consultant)
· Created regulatory documentation for SOX and FDIC audits to describe technical operations of Network, Distributed and Mainframe environments in Institutional Securities Group. 

· Interacted with audit review team to ensure accuracy and consistency with existing documents.

	Jun. 03 – Sep. 03
	HSBC, Jersey City, New Jersey 

	
	Technical Writer (Consultant)
· Documented business and technical requirements for HSBC’s global web application.

· System allows branch offices to implement modeling techniques to advertise services locally. 

	Mar. 00 – Jun. 03
	DEUTSCHE BANK, New York, New York

	
	Project Manager (Consultant)
Worked in three separate projects within the Global Equities division.

· Set up and coordinated rollouts of technical requirements for a Java‑based trading application used by front, middle office and Operations staff to process inventory for Securities Lending.  Acted as liaison between end users.  
· Developed Functional Specifications for U.S. and International Securities Lending trade processing.  Prepared Technical Specifications for functions involving complex algorithms, such as P&L. Coordinated regression and UAT testing.  

· Supervised three technical writers responsible for delivering hardcopy and online help documentation for various software applications. Reduced audit issues and increased product knowledge for vendor applications such as Fidessa.  Wrote marketing manuals and pitch books. Used PowerPoint, MS Word, Visio, Remedy and DocToHelp.  Handled Production Management, Decommissioning, Testing and Disaster Recovery issues.  

· Coordinated infrastructure readiness for Disaster Recovery at application level. Created ‘audit approved’ template to eliminate audit deficiencies. 

	May 97 – Mar. 00
	CHASE MANHATTAN BANK, New York, NY

	
	Procedure Writer (Consultant)
· Worked in Settlement/Clearing Operations group responsible for reconciling data with ADP and other vendors for Mortgage-backed, U.S. Treasury securities and other Fixed Income products.

· Documented procedures used by this Operations group to reconcile data.  Developed implementation plans, deployment guides, run books, training tools and end-user documentation.

· Responsible for ensuring that static data procedures were streamlined and efficiently driven.

	Oct. 96 – May 97
	CBS, New York, NY – Communications Specialist (Consultant)

	May 96 – Oct. 96
	BANKERS TRUST COMPANY, Exchange Place, NJ – Technical Writer (Consultant)

	July 95 – May 96
	ASTROGAMMA, New York, NY – Technical Writer (Permanent Employee)

	Mar. 95 – Jul. 95
	CHEMICAL BANK, New York, NY –Technical Writer (Consultant)

	Jan. 95 – Feb.95
	CITIBANK, NA, New York, NY – Technical Writer (Consultant)

	Apr. 94 – Oct. 94
	JP MORGAN & CO., New York, NY –Technical Writer (Consultant)

	Feb. 93 – Apr.94
	GOLDMAN SACHS & CO., New York, NY –Technical Writer (Consultant)


Education
	B.A., English
	COLLEGE OF NOTRE DAME OF MARYLAND

	Managing a Sarbanes Oxley Project
	Workshop and presentation from PMI (Project Management Institute)

	Asset Backed Securities
	Training program at Deutsche Bank

	TISO Training
	Training at Deutsche Bank to become a Technology Information Security Officer.

	Various compliance classes
	Anti-money laundry, fraud, risk management at Deutsche Bank and Bear Stearns.

	ANSI Cobol
	Certificate program at Baruch College.


Home Office Configuration
	HARDWARE
	Laptop:  Dell Latitude with 100 Gig hard drive. Printer: Brother HL-2070 N series.
Mac: iBook w/ G4 chip. Mac Mini-Tower w/ G4 chip /800 Gigs of outboard storage.


Professional Memberships, Web Presence and Certifications
	PMI (http://www.pmi.org/)
	Project Manager Institute. Member of the organization.

	IIBA (http://www.theiiba.org/am/)
	International Institute of Business Analysis. Member of the organization.

	STC (http://stc.org/)
	Society for Technical Communication. Member of the organization. Formerly Second Vice President of STC NY Metro Chapter.

	Tekwriting.net (http://tekwriting.net)
	Owner of web domain providing tools for Technical Communicators and Business Analysts.

	LinkedIn http://www.linkedin.com/
	Membership in professional networking tool. (http://www.linkedin.com/in/virginialynch) and owner of Tekwriting.net group in LinkedIn.

	U.S. Government
	Received IT-III Certification on January 10, 2010 which permits access to non‑classified data for specific applications.
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