DEBORAH CAROLE STEVENS, B.Ed, BA, MISTC



	PROFILE

· INTERIM MANAGER / CONSULTANT / SENIOR MANAGER / OPERATIONS DIRECTOR / IT AND DOCUMENT MANAGER  working at management and functional hands-on level through teamwork with staff.

· Progression from teaching children and teachers, advisory education sector to commercial/industrial roll-out. TECHNICAL AUTHOR / TRAINER / IT TESTER / CHANGE AGENT / ROLL-OUT SPECIALIST experienced in successfully helping organisations in a breadth of IT, industrial, commercial and public sectors. 

· TECHNICAL AUTHOR. Member of the Institute of Scientific and Technical Communicators (MISTC) and Quality Authors Group. Strong communication and negotiating skills, versatile and enthusiastic.
· QUALIFIED TEACHER /COMMUNICATOR (14 years author/trainer/consultant, 17+ years teaching experience) article on using POWERPOINT published in Microsoft newsletter. 
· Help technical and business staff to create easy to use documents and IT solutions (SOFTWARE and HARDWARE) (all levels - user, back office and deployment, installation, fault finding, maintenance, decommissioning, health and safety), Engineering/Testing/Problem Reports, Parts Control systems. 
· Adept communicator through appropriate GRAPHICS/ IMAGES/ LAYOUT and PROCESS FLOW CHARTS and creating documents and training for translation and use by technical or non-technical staff. Won scholarship to art school at age 11 for 4 years.

· Skilled in carrying out detailed NEEDS ANALYSIS to achieve change with soft systems support in industrial and commercial environments and in the Advisory Education field through to delivering a TRAINING solution or document system / product delivery for roll out across small and large companies. 
· Track record working with clients, customers, design/production engineers and senior management, working competently within teams at all levels and in leading teams. 
· COPYWRITER and WEB DEVELOPER. 
· Good at supporting internal and external communication within and between companies. 
· LATERAL THINKER, PROBLEM SOLVER and FACILITATOR test / design support in all development stages. 
· Developing document CONFIGURATION and CONTINGENCY PLANNING systems. 
· Experienced in preparation of MARKETING STRATEGY, BUSINESS PLANS, FORECASTING and TRACKING SOFTWARE. Also EXHIBITION / EVENT PLANNING and preparation of the entire MARKETING requirements.

	Core systems: Windows, Apple Mac, Acorn, Sun. Some UNIX.

Core programs: MS Office, (Microsoft Word, Excel, Access, PowerPoint, FrontPage, Publisher, Outlook) PageMaker, FrameMaker, Visio, Corel Draw, Serif Plus, Adobe Acrobat, HTML, XML, VB, CSII, Photoshop. Other programs: CAD, SQL/ASP based systems, on-line help (various).


EDUCATION

Deliberately selected breadth studied, which has been supported by practical experience in companies implementing and using cutting edge technologies and further training to bring up depth in each field.

B.A Science and Technology 
1984 The Open University

(with Biology, Organic/Inorganic Chemistry, Photochemistry, Physics and Technology subjects)

B.Ed. Science and Mathematics 
1978 Worcester College of Higher Education

(Biology, Chemistry, Physics and Maths with computing and electronics) secondary/tertiary level qualification

Professional Bodies, Meetings and Courses Attended:

Association for Science Education - member exhibitor at this year’s conference.

Institute of Scientific and Technical Communicators conferences and various seminars - speaker last year.

Portsmouth University International Translators conference - speaker last year on outsourcing.

2005, represented Federation of Small Businesses (FSB) UK at EU trade meeting on E-Commerce.

Member Cambridge technology groups CHASE and CETC
Microsoft TechNet briefings regularly attended also Microsoft XML /website and SQL course, Various Computer Conferences attended, FrameMaker skills update (version 7), VB courses at Anglia Ruskin and Sawtry College.

Former member Plastics and Rubber Institute / Institute of Materials and Cambridge Woodturners

Institute Manufacturing Seminars, Handling Static Sensitive Devices, Manual Handling, Health and Safety courses

Visits to Switzerland and Germany IT/language skills and IT events 2001, 2002, 2004, 2005 Real time IT Exhibition, Zurich 1999. Useful when working with internationally based team members. I also speak French.

EXPERIENCE
BRANT STEVENS TECHNOLOGIES LIMITED (Managing Director / Technical Author / Trainer)
1998 -

Technical author and trainer services to industry and commerce facilitating work on contracts. When not working directly for a single client, in house small project work is completed.  Client and interim projects include:

Charles Davis Associates (CDA) Company Secretary, Marketing and Operations Manager
Jun 07-present

An independent Insulating Concrete Forms builder, international property developer and building supplier.
· Roll-out of a new manufacturing/construction company, develop, test and carry out business processes. 

· Prepare all marketing material and website. Using CSII and Corel Draw to create brochures and documents. Using Framemaker and MS Word and excel to create documents. Create shell scheme, set up and represent CDA at Grand Designs Live exhibition.

· Attend meetings with Councils, Planning Authorities, building companies, build forums, prepare tender documents including energy efficiency, flood defence methods, built in broadband/telecoms, sustainable homes.

· Support Innovation and creativity. Put together Telecoms, Pump and Metering companies to create an innovative build solution and based on Cambridge University spin out and CDA Intellectual Property. 
· Discuss National Insulating Concrete Forms course material standard for CITB Construction Sector Skills.

· Prepare to create manufacturing capability internationally; discuss with foreign governments / embassies. 
OS International PLC
Jan 05-present

· Operations Director new companies. Create business plans, brochures, website content, contracts and corporate business information for groups of companies, many with a business start-up or school-based focus. Generating automated systems, financial plans, environmental / other polices. Roll-out plan for 22-36 companies, 3 PLCs and an Institute, to develop processes, marketing and internet based back office support. Using CSII and Corel Draw to create yearbooks, brochures and documents. Create outsource and business automation systems.
· Attend meetings with key players, eg DEFRA on sustainability research by schools for rural and built areas.

· Create quotation website solution for a large firedoor manufacturer.
Marconi *
Jan 05-June 05

· Write Technical Specification, Installation, Operation, Maintenance and other documents for Marconi’s 1664 and legacy UC and EX Optical Network Telecoms hardware and software systems. 
· Work with Marconi’s electronics, software and test engineers on a daily basis in laboratories. 

· Write new company wide Health and Safety standard document and new maintenance standard document.
Beck Security *
Dec 04-Jun 04
Create and maintain security website with back office facilities and automation. IT in-house support. Identifying and preparing to set up possible electronic RFID system for building maintenance services with Operations.
Amberry
Sept 04

Producing on line help, user guides and reference guides for a financial application. Manage staff resource help.
Rolec Services *
Feb 04–July 04
Produce manufacturing and internal/external costing/internal purchase/quotation/order documents, photos and graphics for the company’s first internal QA documentation system for the full product range. Company manufactures electrical, water, telecoms service points for international marina developments, caravan parks and public areas. Produce spreadsheets to automate the documentation process. Interim management role as buyer.
Local projects (various)
Jun 04 - current*

Manage technical authors/trainers, write bids, FrameMaker/XML docs and graphics for web sites. Attend technology and business network meetings. Deliver advice, text, graphics projects to small businesses.
Trading Exchange Network *
Jan – Jun 04
Write e-newsletters, presentation and other back office documentation for a web based business-to-business consultancy. Manage support administrative staff.

SEMTA 
Jan – Sep 03
Provider to EMTA/LSC to deliver Training Needs Analysis to manufacturing sector. Eg. with SME electronics, hydroponics and glass manufacturing companies, and outline for a transformer manufacturing company.

KPMG *
Jun – Sep 02

Manage and write technical documents/acceptance Win 2K platform rollout (12,500 staff) for new computer setup for users and the IT/Telecoms requirement at regional and national level.

Orange Personal Communications Ltd *
Nov 01 – Jan 02

Software architecture and advanced user guide documents for call centre RAD applications, work with developers and technical manager. Projects: Web based report/personnel management and customer questionnaires. Introduce configuration management process with transition to full RUP system. Work optimisation processes.
Thus PLC (formerly Scottish Telecom)
Aug 01
Write Technical Specs, Back Office/Call centre contract support documents, work from code and liase with Finance Director/managers/developers. (End to end BACs interface on-line transaction process with customer correspondence call tracking)

British Energy Power station Work Management System *
Jun 00–Jul 01
Write/manage system documents, user interface/back office forms/process flow charts. Every building, maintenance, electrical, radioactive, new IT system change has to be entered on the new £96m system for safe work. Coordinate technical input, structure traceable records with version control, questions, comments, daily organisation admin staff work. H&S processes. Created and collated test scripts for testing at developers USA HQ. 
PTA (various small contracts) *
Mar 98 – Apr03
IT Advice, Reports and Website development image mapping National charity sub-contractor. Guidance to develop web-based database. System docs. HTML. Produce technical and non-technical briefing on software systems. 
HBN * Huntingdonshire Business Network Information Manager. Newsletter.
Jan - Nov 00

Police Property Management
Mar/Apr 00

Write documents relating to a health and safety enquiry in electrical maintenance accident at Police HQ and accurately transcribe interview tapes.

Speed (Couriers) 
Jul 99 – Feb 00
Call centre fast access reference material process, manage sub-contractors. Unix system, Word. This was the company’s first full system documentation. Create training material pack.
Inpharmatica *
Jul-Oct 99
Create and gain approval for scope document and templates for authors to write about multi-component system storing/searching large amounts of worldwide data. Create text/ on-line help operating instructions, test scripts on UNIX/NT genome / pharmaceutical database system. Molecular modelling /shape search programs.
Further Ed. Consortium (FENC) *
Mar 98 – May 99

Manage staff. Author. GNVQ Advanced Science CD-ROM production. Topics – Health and safety, laboratory testing methods and control. Also Physics Work and Energy and Electrical control course (Industrial/Educational).

EDS Defence Ltd, Tewkesbury*
Mar 98 – Feb 99

Create software/hardware operating/maintenance instructions/technical descriptions to MOD standards, write IT/telecoms AESPs. Create/deliver technical trainers course, liaise with Royal School of Signals staff, run test demonstrations to performance targets in Integrated Logistical Support and achieve customer sign off from senior military personnel. Identify problems and work quickly alone/with technical manufacturing, and maintenance staff to resolve issues and ensure consistent standards applied in equipment redesign/short lead-time. Security rating.

* shows contract extended / repeat business generated.

SHORTERM ENGINEERS (Tech. Author Electronic/cryogenic world resistance standard)
Nov 97 – Feb 98

(Contracted to Oxford Instruments Limited (Thin Films Research Group)/ National Physics Laboratory). 

Low temperature Semi-conductor electronics work on the world resistance standard to measure to 10-9Ohm.

· Write operations, manufacturing & installation handbooks with equipment/circuit drawings, electronics parts database. Hands on help with hardware and software, checking software operation. Preparation for factory acceptance testing and delivery. Create test and delivery certification.

· Assist determination of very sensitive leakage from cabling, and reasons for low performance of SQUIDS (eg ice/gas formation at strategic equipment points or irregularities from wiring problems).

· Review and assist development of device programming software to manage system set up from warm room environments to 4.2 Kelvin (-269(C) and below. Screen image capture key performance results.

HIGH INTEGRITY SYSTEMS (Altran Group) Consultant and Technical Author 
Jul 97 – Nov 97

An IT company providing mainly telecoms and electronics engineering consultants for various clients, design and development of hardware and software on a project basis through to delivery, including defence work. 
· Write distance learning material for large multi-national telecom company (Project testimonial available). Train twelve managers for roll-out to 5000+. Substantial client liaison.

· Write defence training materials for programmable telecoms equipment (land/submarine system), aid software development, write and work to test specs (Y2K and other). Work for various telecom companies on testing/developing on-line help for programmable hardware devices. Various on-line help tools. Producing problem reports. Liaise with clients and technical staff. 

· Produce graphics, text, briefing documents to agreed standards & timescales, including marketing & in-house briefing newsletters aimed at a mixed technical/non-technical audiences. 

TEACHING in Ailwyn School, Ramsey Teacher / Consultant
2003-2004

· General teaching duties in several subjects including Sciences (all), ICT, Design Technology, Art club.

· Run two industry technology days using contacts from industry to help youngster appreciate new or unusual technology applications.

SELF EMPLOYED / EDUCATION LECTURING SERVICES    Lecturer
1996 – 1997

· Create document standards for the sale of educational materials. 

· EPR / Cosmetics & Toiletries Education Trust write educational material. Word, PC. Draw, Acorn.

· Writing/printing technical printing machinery training material used in Germany. Producing logos, advertising literature & newsletters for companies. Lecturer/Writer self-study materials for IT media studies/graphics, City & Guilds I and II. Photoshop, Word. Apple Mac, PCs.

· GNVQ Advanced Science* – Author ‘Safety and Analytical Techniques’ GNVQ Intermediate – Author ‘Physics’ element. (Both for FENC) Word 95. Also create online version of several books.
SCRATCHWOOD DEVELOPMENTS LTD Trainer/Technical Author/Marketing Consultant
1993 – 1996

Family owned and managed programming and systems analysis company. Main projects:
· SAC Technographic Ltd (Vosper Thorneycroft) Chemical Engineer / Author - Power station / desalination project. Write operating instructions, maintenance instructions, technical descriptions, emergency procedures, create and amend CAD technical drawings and schematics, and report design faults, reference drawings, work to agreed industry standards and deadlines.

· IT training Use various technologies and environments including Flexible and Open Learning. Safety and Management training for Department Heads writing safety / environmental policies. Health and Safety material created and provided to CLEAPSS (LEA Consortium for Science Safety) still in publication in 2007.
· Curriculum training material author/publisher. National Curriculum pilot and subsequent roll out.

CAMBRIDGESHIRE LEA
1987 SCALE B (from 1990 SCALE C) - 1993

Advisory teacher for science / Interim and Team Teaching Manager to introduce change

Advise senior management, facilitate change, complete course management and delivery, team teach alongside new and resistant managers. Later CCA - a self-funding agency. Internal promotion.

· Management of training centre. Budget responsibility and planning. Create and deliver courses.
· Change agent facilitating and creating smooth change in rapidly expanding areas through effective teamwork. Soft systems analysis, entity modelling and data flow diagramming.

· Multicultural materials training pack contributor, national level. Policy writing - department procedures, health and safety, environmental, multicultural.

· Member of the Outdoor education advisory group for Cambridgeshire, ran Environmental conference.

· Teaching lecturing Biology, Chemistry, Physics to Advanced level and training teachers including BT fibre-optics course. Industry / Education liaison.

RICARDS LODGE HIGH SCHOOL, WIMBLEDON      Teacher
1986 – 1987

13- 18 girls school. 700 Ethnically diverse and able students.

Head Of Biology and Environmental Education

· Promotion, Introduce assessment scheme, IT management training, Budget responsibility. Teaching.
ALEXANDRA HIGH SCHOOL, TIPTON      Teacher
1978 – 1986

1700 mixed 11-18 comprehensive. Ethnically diverse intake, many less able and disadvantaged students.

i/c Biology and Wildlife park 

· Internal promotion. Manage EC funded conservation work to give students purpose and responsibility for improving area. Biology teacher, Microbiology, Chemistry, Physics, General Science. 
INTERESTS

Sailing, swimming, painting (oil and watercolour).

Restored 1950's sailing boat. Woodturning and woodwork.

Neighbourhood Watch Coordinator.
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