
Mike Richardson

617 West Clark

Pasco, WA 99301

1-509-736-5334

Work:  (509) 543-9932
Objective:

Seeking a technical writer/editor position that allows me to integrate my strong communication abilities, coordinating ability and document expertise. With over 10 years of expertise, I possess direct experience with technical and non-technical policies, plans, and procedures. Each of these documents required the editing of simple to complex documents and presentations for consistency, accuracy, and adherence to established standards and procedures. I have edited/produced myriads and numerous large format documents and have excellent depth of experience interfacing with various engineering and scientific disciplines. Furthermore I have direct experience with working “on-line” editing. I have excellent use of Microsoft Word, Excel, and Powerpoint. As required, I can work effectively in large fast paced organizations where speed and accuracy are essential. I am also proficient with Bechtel standard applications.

Education:
Bachelor of Arts English/Certificate of Education (K through 12) University of Washington, Masters Degree: Political Science, University of Washington

Teaching Certificate, Central Washington University

United States Peace Corps 

Technical Editing/Television Production, Columbia Basin College (Pasco, WA)

Experience:

2001


Campaign Manager Hispanic Political Action Committee (HISPAC)
As the manager of HISPAC I was directly Responsible for the daily operations of HISPAC.  Reported directly to the HISPAC Board of Directors pertaining to the daily management of the organization.  I wrote and edited numerous campaign documents (manuals, and voter information pamphlets).  Identified and recruited HISPAC endorsed candidates for city council and Pasco School Board.  Solicited funds from local business in Franklin County supporting a grassroots network of motivated volunteers for voter enhancement and registration. As Campaign Manager, I wrote or co-authored all grant applications.  During my term I was directly responsible for the start up of this small public/private partnership enhancing voter registering and local participation in local government. HISPAC was committed to increasing Hispanic membership on local city councils and school boards. As campaign manager, I was responsible for the initial startup of HISPAC as legally licensed 501C-3. This included successfully completing all registration forms from the State of Washington and Internal Revenue Service. 
July 1999-2001
Technical Editor/Procedure Writer Raytheon Engineers (Umatilla Depot, Umatilla, Oregon)

Responsible for the production and technical engineering of documents, required for the successful decommissioning of nerve agents stored at the Umatilla Chemical Depot.  Produced final documents and procedures relating to Regulatory Affairs, Quality Assurance/Quality Control (QC/QA), Environmental Safety, and Public Affairs. Responsible for researching and interpreting policies, plans, and procedures and maintained various logs and databases of all procedures and documents.  Worked closely with Washington Group engineers in their preparation and final presentation to the U.S. Army Corps of Engineers regarding safe disposition of nerve gas agents stored on site. Much of this work required large amounts of proof reading and knowledge of correct grammatical rules and content pertaining to technical merit of all deliverables.  I tracked and expedited procedures through the review process resulting in quality final product.  This position allowed me to communicate and integrate the skills and abilities of a variety of professionals resulting in a user friendly and well-written product. 

1998-1999 Technical Editor/ Writer for E2 Consulting Services 

Technical Editor responsible for document production and quality control of E2’s contract with the Department of Energy’s (DOE) office at Richland, Washington. Documents edited included small to large format projects for consistency of grammar and style as required DOE applied standards for technical editing. Many of these projects included critical support for Environmental Safety issues, and Regulatory Affairs requirements pertaining to waste issues. I also assisted in the development of Environmental Impact Studies for E2’s contract with the State of Oregon’s Department of Environmental Quality.  Also responsible for reviewing all deliverables and monitored all deliverable projects for strict adherence to quality assurance regarding technical content to the client. On occasion and as the unique situation dictated, had authority to suggest and implement alternative courses of action to maintain deliverable dates and schedules. 

1995-1998 Technical Editor for Science Applications International Corporation (SAIC)  Richland/Las Vegas 

Technical Editor duties per contract with Westinghouse Hanford at their Richland, Washington site.  Provided complete “end to end” document and technical writing support for coordinating various review processes, incorporated documents, document control administration, completion of original drafts for release, and developing monthly progress reports. I was the lead Technical Editor for SAIC’s contract with the State of Washington pertaining to several environmental impact studies relating to agri-chemical pollution of local groundwater paths in and around Benton County within the State of Washington.  Established and maintained initial document procedures for acquisition of policies, plans, and regulatory review documents as required by SAIC.  Established and provided policies and procedures for support, especially in the area of Regulatory Affairs, network data, record management, and document control.  Provided technical support for technical writing efforts on special overtime efforts as required for short term, high emphasis projects.

1992-1994 United States Peace Corps Niger, West Africa

Taught English as a second language (ESL) at high school and college levels. Wrote and edited for publication numerous State Department documents for internal use. These included, but were not limited to teacher training manuals and policies, plans, and procedures for hiring foreign nationals. Prepared and document curriculum.  I was directly responsible for the educational advancement of 100 to 135 educationally disadvantaged students. Worked directly and successfully with the U.S. State Department in designing ESL programs.  During my tenure in this position, I instituted a textbook acquisition program and the only existing alumni relations programs.  In addition, I secured and developed materials for a high school and college basketball program.     

