MELISSA D. BOSS

Present Address



                      





Permanent Address
1060 H Lois Lane









1844 Horseback Trail

Harrisonburg, VA 22801





            



Vienna, VA 22182

(cell) 703-863-1559






       


(home) 703-281-4117

bossmd@jmu.edu





      
      


bossmd@hotmail.com

SKILLS
(  Technical Communication: 


Writing: 
proposals, contracts, usability testing, surveys, audits, standard operating procedures, tutorials


Editing: 


grammar, mechanics, MLA, APA, Chicago

Research:
task analysis, analytic skills

Document Design: 
reports, manuals, newsletters, brochures

Web Design: 
HTML/XHTML, frames, tables, layers, CSS, ADA, Section 508 and W3C-compliant

Graphic Design:   
illustrations, presentations, transparencies, posters, pamphlets, video presentations, typography
(  Software Programs: 

Adobe Photoshop CS, Macromedia Studio (Fireworks, Dreamweaver), Microsoft Office Suite (Word, Excel, PowerPoint, Visio, Access), FrontPage, PageMaker, Adobe Illustrator, FrameMaker

EDUCATION

M.A.

James Madison University, Harrisonburg, VA 
 
Expected Date of Graduation: May 2006

College of Graduate and Professional Programs

Published Writer (Bytes and Pieces, The Madison Scholar)
Major: Technical and Scientific Communications 




GPA 3.5/4.0

B.A. 

James Madison University, Harrisonburg, VA

Graduated May 2004, with honors, Cum Laude
College of Arts and Letters



Society for Technical Communicators (STC) member
Major: Technical and Scientific Communications
Staff columnist for JMU’s official newspaper The Breeze


GPA 3.5/4.0






WORK EXPERIENCE

Boss Consulting








       
Arlington, VA

Web Designer/Graphic Artist







2004-Current

( Created Boss Consulting logo and color scheme with Fireworks

( Designed multi-tired website with simple and disjunct rollovers in Dreamweaver

( Developed Vienna Braves website for local baseball team with tables, graphics

Farm Credit Administration







McLean, VA

Administrative Assistant








Summer 2003-2004


( Conducted, documented audits of classified materials

( Wrote, edited summary reports, analyzed proposals


( Consulted with retiring FCA employees


( Assisted blind benefits manager with OPM and NFC data entry

( Designed databases detailing FEGLI, FEHB, TSP statistics

( Received two consecutive Employee Excellence awards

Digitec Solutions








      
Merrifield, VA

Technical Writer









Summer 2002

( Reviewed, edited employee manuals for bookkeepers

( Designed, wrote manual detailing management strategies

( Researched building limitations, Maryland tax regulations

( Investigated customer complaints, wrote reports detailing even



( Examined credit card theft problems, developed corrective actions

( Created Quattro Pro database for tracking credit cards

