
MARK  LOPA

60 Commonwealth Avenue, Newington, CT 06111-2110
(860) 666-3721  •  mark@lopa.net
Objective

To find a job utilizing my writing, editing, and webmaster skills.

Skills

Proficient with IBM compatible PCs. Have used Apple in the past. Use following on a regular basis:

Microsoft Word 2003


Windows 2000/XP

Microsoft Excel 2003


Adobe Acrobat 6.0

Microsoft Access 2003


Dreamweaver MX 2004 

Microsoft FrontPage 2003

Fireworks MX 2004

Microsoft PowerPoint 2003 

Cascading Style Sheets

Microsoft Visio 2003

JavaScript

Experience

Ingenix (UnitedHealth Group), Hartford, CT

BUSINESS ANALYST (January 1998 - present)

· Create, update, and maintain company intranet web pages

· Create, update, and maintain various databases

· Edit and proofread business documents

· Create company reports on various topics

Electronic Data Systems, New Britain, CT

TECHNICAL WRITER (January 1996 - January 1998)

· Created and updated procedure manuals

· Created and updated operations manuals

· Created and updated on-line help documents via Doc-to-Help

· Edited and proofread business documents

Aetna Insurance, Middletown, CT

NATIONAL SALES TEAM CO-OP STUDENT (January - August 1994)

· Assisted sales team to create sales proposals from RFPs

· Edited and proofread business documents

Education

Central Connecticut State University, New Britain, CT


Bachelor of Arts degree: ENGLISH 
 Minor: WRITING


Date of Graduation: August 1996

Rensselaer at Hartford, Hartford, CT


Introduction to JavaScript, March 2000


Cascading Style Sheets, June 2000

Currently pursuing MBA from The University of Hartford Barney School of Business

ACTIVITIES/
INTERESTS

Senior Member of the Society for Technical Communication

Play "dek" hockey on local team

Maintain www.lopa.net

Avid follower of space program
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