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Margaret J. Metzler

(916) 921-5008 or 916-248-6148
margiemetz@hotmail.com
1121 Wayland Avenue, Sacramento, CA  95825 

Web page: www.margiemetzler.com or www.crihb.org
Objective: A position in Marketing Support, using my organizational, writing and editing, advocating, technical and graphics skills.
Education

· MS, Education, University of Chicago

· BA, English, University of Chicago

· Certificate in Technical Communications, De Anza College
Professional Experience

California Rural Indian Health Board (CRIHB)

Writing and Editing, Communications
Editing and Writing: Writing and editing a variety of informational and advocacy documents, including letters, newsletters, web pages, training materials, and other materials. 

Web support: Maintain and update company internal and external websites using Dreamweaver, PhotoShop, Adobe Acrobat, and Illustrator, HTML and FrontPage.
Desktop Publications: Design, create and update a variety of documents using PageMaker, InDesign or Word.

Graphics: Create and modify graphics for written and Web documents using Photoshop and Illustrator; competent at using digital camera and scanner.
Editing and Proofreading.

(2004—July 2005)

Navigation Technologies


IS Training Coordinator; Marketing Support
Training: Performed all training functions in a one-person technical/applications training department. Responded to user problems and questions on all supported applications; assessed application training needs and provided one-on-one and group class instruction as needed. Created and maintained Training Intranet Web site.
(1997( 2000)

Asyst Technologies


Desktop Training and Support Specialist/Writer  (1994(1998)
Lockheed Missiles and Space Company


Training, Supervision, Public Relations   (1982(1993)

Personal Attributes 
	· PC fluency: MS Office all versions (Word, Excel, PowerPoint, Access, Outlook), HTML, Front Page, Dreamweaver, Adobe Creative Suite (InDesign, Illustrator, PhotoShop, Adobe Acrobat, GoLive), Visio, Quark Xpress, PageMaker, Adobe Illustrator and PhotoShop 
· Great interpersonal skills: work effectively with people from all backgrounds and all ages 
	· Desktop Publishing: Word, InDesign, PageMaker, FrameMaker, Quark, BookMaster, graphics 

Web documents using native HTML, Dreamweaver, Macromedia Studio MX, Arachnophilia, HomeSite, PageMill, Front Page, Java applets, tables, forms, frames, images, client-side scripts, Adobe Acrobat 


	· Artistic ability; experience working in various media. Familiarity with Corel Draw, Adobe Illustrator and PhotoShop, Fireworks, Freehand and Flash, and manipulation of Web graphics
	· Experience writing documents including procedures, training manuals, reports, articles, abstracts, and summaries, and all types of business and Marketing documentation

	· Strong Team Player 
· Highly developed organizational skills 
· Effective analytical thinker 
· Great sense of humor
	· Flexibility and eagerness to tackle new responsibilities Communication skills: highly effective writing and listening skills


	


