William B. Gray Jr.

12802 Mossy Ledge Drive

Tomball, TX 77377

281-320-2494 
HUwilliam.gray@grayforyou.comUH 
OBJECTIVE: Position as a senior technical writer


SUMMARY OF QUALIFICATIONS 

- Over 10 years experience as a technical writer and trainer 
- Successful in learning and then teaching new systems and processes with an eye for detail
- Excellent verbal and written communication and presentation skills
- Proficient with Adobe, Office, and Macromedia suites, XML editors and other software tools
- Hold a Security Clearance; willing to travel

WORK HISTORY

2004 - Present     Senior Technical Writer     Houston, TX 

- Produced dozens of manuals for specialty tools developed for the Oil & Gas industry; included operations, wellsite, and maintenance manuals for three product lines, each with 4 to 10 tools; worked with manufacturing personnel to correct engineering drawings and schematics

- Modularized similar components in an electronic documentation management system, making updating of several manuals at the same time possible, saving countless repetitious man-hours

11/99 – 07/03     Training Manager     Beale AFB, CA 

- Created an intranet training site; the site provided secure access to records, forms, and self-produced CBT’s; eliminated $100K+ in training costs its first year

- Developed, wrote and edited training plans and materials for eleven work center managers; success led to development, writing and editing of work card instructions and checklists 

- Arranged, developed, provided and tracked training; performed needs analysis using metrics to improve training times, increase task coverage by 27% and decrease overdue annual training requirements by 75%

01/98 - 11/99     Technical Writer / Technician     Edwards AFB, CA 

- Team lead for documentation, circuit card test plans, and unit interconnect as part of 5-person team that designed, built, tested, and fielded special USAF test pod used in missile avoidance training; created intranet site to improve communication flow

- Interviewed subject matter experts and conducted hardware testing to write operations and maintenance manuals; wrote work cards and task training guides based on these manuals


William B. Gray Jr. (Cont) – (281) 320-2494 – HUwilliam.gray@grayforyou.comU
05/96 - 01/98     Marketing Communications     Edwards AFB, CA

- Co-managed the marketing communications for USAF Electronic Warfare Test Directorate; worked with its five division leads to translate complex processes and capabilities for client decision makers and the public interest 

- Developed and designed web pages, brochures, news releases, fact sheets, print ads, and tradeshow booths with the marketing manager; web site generated $200K on success of one project its first month

- Site lead at Benefield Anechoic Facility for Touchstone Pictures’ “Armageddon”; coordinated 200+ cast and crew activities, several USAF agency team leads; project arrived five days behind schedule and left five days ahead of schedule

11/92 – 05/96     Technical Writer     Edwards AFB, CA

- Co-lead to design and manage conversion of COTS telemetry manuals into a standardized publication set; completed $1.3M upgrade contract for $410K 

- Managed the electronic warfare, avionics, and flight crew technical manuals for the AC-130U Gunship with client manager and users; reviewed, validated and verified technical data and manuals for accuracy, program specifications and contract requirements  

- Tracked data elements in manuals database, and acted as liaison between end user and contractor to ensure user needs were met and contractor resources efficiently used; managed document review meetings and ensured on-time document deliverables for client 

Other positions include electronic technician, safety manager, and public relations specialist 

AS degree in Avionics Systems Technology from the Community College of the Air Force 

AFFILIATIONS 

Aug 01 - Jun 03  Beale Toastmasters & Speakers Bureau, Founder and past President 

Sep 96 – Sep 98 Electronic Technicians Association, California State Representative 

Sep 94 - Sep 98  Edwards Computer Users Group, President / Editor / Webmaster

ADDITIONAL INFORMATION 

Gold Medal – USAF Sensor Olympics 2000, best in career field; Silver Medal 1992 

Previously certified CPR / First Aid Instructor 

Toastmasters International, member
