LINDA HUFF-PAUL

20 Llandaff Road, First Floor

Havertown, PA 19083

(610) 446-1229, lindahuffpaul@comcast.net
__________________________________________________________________________________________

Targeting Position in Editing and Publishing

PROFILE

· Creative, flexible and adaptable proofreader, editor and writer skilled in presenting complex material in a clear, concise manner.

· Reputation for client friendly approach; combines outstanding communication and presentation skills.

· Highly organized, detail-oriented multi-tasker who can work in fast-paced environment under tight deadline.

· Skilled in broad range of writing styles.

HIGHLIGHTS OF RELEVANT SKILLS AND ACHIEVEMENTS

EDITING, PROOFREADING, COPYWRITING

· Worked closely with authors, individually and in groups, through all stages of writing and revision, with particular attention to clarity, grammatical and stylistic concerns.

· Adept at discerning writer's intention and working through the editing process. Experienced in collaborating with authors; creating writing structure and goal accountability.

· Acumen for evaluating level of accuracy, audience appeal and maintaining stylistic, editorial and publishing policies.

· Familiar with AP, APA, Chicago and MLA Manuals of Style.

COMMUNICATIONS

· Keen sense of language with effective technical expertise. 

· Able to develop and maintain a productive rapport with diverse groups including writers, staff and management at all levels.

· Strong team player with experience in planning and facilitating conferences.

RELEVANT EXPERIENCE

Arcadia University, Glenside, PA

Technical Editor, 12/2008-Present

· Edit various scholarly documents for publication, early through late stages.
· Suggest improvements in format, content and layout design; rewrite and restructure ineffective content; copyedit punctuation, syntax, spelling, stylistic errors. 
· Enforce consistent APA standards; ensure audience-friendly presentation of information. 
Math and Science Partnership of Greater Philadelphia, Conshohocken, PA
Editing Associate, 3/2008-Present

· Edit annual/ interim reports to National Science Foundation, grant proposals, academic papers, marketing tools and other internal/external reports and publications.

· Edit content of professional development videos for secondary Mathematics and Science teachers.

· Prepare and edit Math and Science Curriculum Status Reports for presentation to board members and administrators of Philadelphia area school districts.

National Academic Advising Association (NACADA)

Content Editor/Editorial Consultant, 2006-2007

Collaborated with co-editor and managing editor:

· Planned theme, emphasis, master time line, contacts and overall organization of a monograph entitled, Advising Special Student Populations according to organization's style, editorial policies and publishing requirements.

· Recruited, assigned and supervised chapter authors; developed outlines, fielded questions and ensured deadlines.

· Led content review discussions in collaboration with editors, authors and advisory board members.

· Formatted guidelines, composed Preface; proofread and edited spelling, punctuation, syntax, stylistic errors.

Key Accomplishment: Recognized by Charlie Nutt, Ph.D., NACADA Executive Director, for "comments and suggestions …so helpful that we intend to compile them for future monograph editors…. Work will serve as a model for future ….publications."
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Writing Coach, Pittsburgh, PA, 1998-2000

· Guided/supported author writing book incorporating holistic yoga practice and personal memoir.

· Created writing structure; set accountability for weekly and long range goals; edited several versions of manuscript with emphasis on structure, stylistic features, grammar, spelling and sentence structure.

Journal of the Conference on College Composition & Communication (CCC)

English Department, University of Pittsburgh, PA
Editorial Intern, 1995-1996

· Reviewed and selected submissions for publication; attention to readability, audience appeal, journal's stylistic, editorial and publishing policies.

· Composed author rejection letters or guidelines for revision.

TEACHING/ACADEMIC ADVISING EXPERIENCE

Montgomery County Community College, Blue Bell, PA

Part-Time English Instructor, 7/2008-Present

· Teach Developmental Writing course focused on intensive paragraph writing, sentence structure, paragraph development, fundamental English usage and basic mechanics.

West Chester University, PA
Academic Advisor, 2003-2008

· Counseled undeclared students; attention to goal development, career exploration, pursuit of possible

majors; interpreted policies, procedures, resources and programs; managed Excel database of demographic information.

Key Accomplishments: Recognized by Mary Kate Jordan, Ph.D., Faculty Advisor, as "an energetic, intelligent and creative professional who is a caring, competent individual."

West Chester University, PA, 2002-2005

University of California at Riverside, CA, 2000-2002

Professor of English

· Taught Undergraduate and Graduate level English composition, African American literature and Women's Studies courses.

Key Accomplishments: Recognized by Cherise Pollard, Ph.D., English Professor, as "an impressive…accomplished …responsible colleague and a responsive administrator."

University of Pittsburgh, PA

Teaching Assistant, Teaching Fellow and Visiting Instructor, 1991-2000

· Taught undergraduate English composition and literature courses.

· Held several assistant administrative positions.

Additional experience in Insurance and Legal Research

CERTIFICATION 

Temple University, Philadelphia, PA

Proofreading and Master Editing, 2006

EDUCATION

University of Pittsburgh, PA

Ph.D. English with Certificate in Composition, 1999

M.A. English, 1993

Morgan State University, Baltimore, MD

B.A. English, 1983

