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Pittsburgh STC WorkQuest™ Group Presented at
Region 4 Conference

On Saturday, November 9, five members
of the Pittsburgh Chapter STC
WorkQuest" group presented the session
“Smart Job Searching” at the 2002 Region
4 Conferencein Columbus, Ohio. Capsules
of these presentations follow, and hand-
outs are posted on the STC WorkQuest"
Web site.

The Pittsburgh STC WorkQuest
group presenters hope you'll find our
presentations helpful no matter where
you are on your career path, and we
thank the Pittsburgh Chapter STC and
Nancy Carpenter for financial contri-
butions that significantly defrayed our
costs for attending the Conference and
presenting the Pittsburgh STC
WorkQuest " initiative to our Region.

About Pittsburgh STC WorkQuest™ -
JanisRamey

Group founder and Region 4 Conference
session moderator Janis Ramey reviewed
how Pittsburgh’s STC WorkQuest" group
developed and where it stands today.
Janis got the idea for this support group
for technical communicators looking for
work from the experiences of afriend, an
article she wrote on the topic, and
outplacement functions offered by some
companies. She obtained the blessing of
the Pittsburgh Chapter STC to start this
initiativein order to motivate membersand
help them focus on specific tasksand is-
sues of job searching.

Those attending STC WorkQuest '
meetings include STC members who
have been laid off, contractors and

freelancers whose business is down,
non-STC technical communicators, re-
cent graduates, people who want to
enter the technical communications
field, and other professionals. Al-
though Janis expected that the group
would attract mostly laid-off relatively
young writers who were inexperienced
in job searching, those attending the

(continued on page 6)
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President’s Column

| had the privilege of traveling to Colum-
bus, Ohio on amild November weekend
to attend the Region 4 STC Conference
and L eadership Day. At least eight mem-
bers of the Pittsburgh chapter attended
the conference. Total attendance was
more than 100. For only $85, attendees
heard aday of sessions by speakersfrom
the 2002 ST C international conference. It
was an outstanding value, especially in
light of today’s tight travel and training
budgets. This issue of the Blue Pencil
contains several articles about various
conference presentations.

The presentation by the Pittsburgh
chapter’sown WorkQuest group wasahigh-
light of the conference. Janis Ramey, John
Clark, Mary Ann Pike, Jim McCarty, and
Diana Mathis each gave a presentation on
sometopicrelating to findingwork. Evenif
you didn't make it to Columbus, you will
have achanceto hear each of their presenta-
tions at the December 10 chapter meeting.

Their advice and insights are valuable to
everyone, not just active job-seekers.

In other chapter news, I'm pleased to an-
nouncethat Nicky Bleiel hasagreedtotake
over the position of Membership Commit-
tee Manager from outgoing manager Nancy
Pearson. You can contact Nicky by email to
nabl eiel @software.rockwell.com. Nicky's
responsibilitiesrange from welcoming new
members to creating a strategic plan for
doubling the membership of the Pittsburgh
chapter within the next three years.

In all seriousness, membership remains a
significant issue for the Society at thein-
ternational level. Total membership isdown
significantly due to the current economic
malaise. We will beworking at the chapter
and regional levels to increase member-
ship in the coming months. Membership
in the STC costs approximately the same
amount asfive or six large pizzas. Please
consider this value when you receive and
act on your membership renewal notice
for 2003.

Identity Crisis: How Can We
Increase the Demand for Technical

Communicators?
By Meg Papa

Itisn't newsthat thejob market iscurrently
abit lean. Asthe popularity of the chapter’s
WorkQuest group attests, technical com-
municators are not exempt from the effects
of theweak economy. How canwe, astech-
nical communicators, find — and keep —
employment? We can spend a lot of time
and effort marketing ourselves, or, as Greg
McCormick suggests, we can elevate the
visibility and credibility of our profession
asawhole.

McCormick, an information and curricu-
lum designer at North American Logistics,
gave a lively and humorous talk on this
topic at the Region 4 Conference on No-
vember 9. Hefirmly believesthat the STC,
its chapters, and its members have to work
together to raise the profile of technical

communicatorsin the workplace. Heviv-
idly demonstrated how little people know
about technical communicators by listing
several guestions one could ask about a
profession, including: What is the person
doing? What does the person wear? What
education and training is needed? What is
thework environment like? Hethen named
several professions: Nurse, Construction
Worker, Swash-Buckling Pirate, Starship
Captain, and Crime-Fighting Super Hero.
A humorous list to make a serious point:
more people can answer the questions for
these professions than can answer them
for a technical communicator. He asks,
“Does the average John Q know what we
do? Most people are clueless.” Thisisa
problem — onethat the STC can address.

(continued on page 8)
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Employment Issues Column: Marketing Yourself

By Pam Schmidbauer
Area Manager, Aquent

Whilelooking for employment you become
amarketing specialist — and the product is
you. Here are some tips to keep in mind
whilemarketing yourself.

Know TheProduct - You

What are your work values, goals, inter-
ests, and skills? What are your strengths
and weaknesses?

Develop aGood SalesTool - Your Résumé
and Cover Letter

These resources should accurately reflect
you — your goas, accomplishments, and
your style. They should be brief and con-
cise. Therésuméand cover letter should be
focused toward the type of industry and/or
company of interest. As a sales tool, they
will beinfluential in securing aninterview.

| dentify and Research Your Market

Think about what you want to do and start
apriority list. Identify organizations most
desirable to you and best suited to your
talents and values. There may be many

alternatives. Utilize company literatureand
conduct exploratory interviews.

Advertise

L et everyone know that you are available.
Since fewer than 12 percent of job hunters
find jobs through ads and five percent
through employment agencies, it isimpor-
tant that you be active in making personal
contacts and letting others know of your
skills.

Develop aReferral Network

The most effectiveway of securing aposi-
tion is through making personal contacts.
To take advantage of thisfact, you haveto
build areferral network. You need to try to
identify the people you aready know and
the people you could meet who would be
ableto refer you to open positions. Thisis
important because aface-to-face encournter
means more and lasts longer than any let-
ter, phonecall, or résumé. Develop alist of
peopleyou know - relatives, friends, former
co-workers, faculty, and schoolmates can
all bevauable.

® Make sure the people on your list are

aware of your skills and of the job
search you are undertaking. Some of
these people may be willing to write
you letters of reference should you
need them.

® Give each person a copy of your
résume.

® Keep records of your conversations
and the information you’ ve received.

® Make a second list of referrals for
peopleyou havenot met. For instance,
awriter may contact someonewhoisa
communications manage.

® Buildyour list by looking at organiza-
tions in which you are interested and
finding out who would be the respon-
sible manager in that area. Contact and
visit these organizations.

Keep Records

A log isan excellent way to keep your job
search organized. For every contact you
make, fill out alog sheet with all the perti-

(continued on page 12)

Single Source Text with Word—Sort Of

By Rabert P. Mohr

Theability to single-sourcetext for reusein
multiple documents has become ahot topic
in recent years. Word has had this capabil-
ity, to some degree, for some time, and it
can be done with any of five methods:

1 Insert>File>Range
Insert > File
Insert > Object
Paste Special

o~ W DN

Merge

Though methods 1 through 4 all have ad-
vantages and disadvantages, the concept
of how to use them is basically the same:
Text (inwholeor in part) from one or more
sourcefilesislinked or copiedinto atarget
document. Method 5isacompletely differ-
entanimal.

Supposethetarget document isaproposal .
Folks in HR maintain the biographies on
key personnel that you can link into your
document. Likewise, the cost and technical
sectionsare a so created by othersand also
linked into your document. Which of the 5
methods is best? Asaways, it depends.

1.Insert > File>Range

The advantage to this method is that it re-
lieson bookmarked text in the sourcefiles.
Thisisgood when the sourcefileislengthy,
acting as a container for many chunks of
text, tables, graphics, etc. Each chunk is
encapsulated by abookmark. You can also
specify the connection between thetwofiles
to be dynamic. Pressing F9 refreshes the
link to the bookmarked text and assuresyour
target document is current. The disadvan-
tage to this method is that you must know
the name of the bookmark you’ relinkingto

prior to establishing thelink. Here' sthe pro-
cedure for using method 1:

1 Open the target document and posi-
tion the insertion point where the
source text isto be inserted.

2. Sdectinsert>File

Select the source file and click the
Range button.

4.  Typethename of thebookmark encap-
sulating the text you want.

5 Select Insert as link from the Link
drop-down list. Word copies the text
into the target document.

6. Atany timeyou can highlight the text
and press F9 to refreshit.

(continued on page 9)
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Chapter 189
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Scott H. McCall
Jeremy B. Sloan

Paula M. Sloan
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arh@groupwellesley.com

National Office
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Fax: 703-522-2075

Region 4 Conference Provides
Information on Upgraded Tools

By Mary Ann Pike

On Saturday, November 9, | attended the
2002 Region 4 Conference in Columbus,
Ohio. Inadditiontothe session| presented
along with four other members of the Pitts-
burgh STC chapter’s WorkQuest™ group
(seearticleon page 1), | attended two of the
sessions on recently upgraded document
development tools. | found both sessions
to bevery informative.

Dreamweaver M X

Since Macromediareleased Dreamweaver,
it has been my webpage editor of choice.
And Macromedia's recently released M X
version represents amarked improvement
over previous versions of Dreamweaver.
The GUI is superior and provides even
more automated entry of various HTML
command attributes. Along with many
other features, the MX version includes
good support for cascading style sheets,
a selection of predefined buttons created
from Fireworks, and easy integration of
code from other web development pro-

YOU PUT BLOOD,
SWEAT AND TEARS
INTO YOUR WORK.

SO DO WE.

Call for information about our
new, state-of-the-art digital
equipment and how it can
help make your technical

projects shine.

Sir Speedy

PRINTING » COPYING » DIGITAL NETWORK

20411 Route 19, LaSalle Plaza
Cranberry Township
Voice: 724-776-27 11

Fax: 724-776-3522
SS7118@aol.com

STC Member

grams. Michael Starr, the webmaster of the
STC Central Ohio Chapter presented this
very informative session.

FrameMaker 7

FrameMaker is another of my favorite toals,
which | have been using since version 1.3.
Adobe representatives gave an overview of
the structured document support added to
FrameM aker 7 and of the collaborativefesatures
in Adobe Acrobat 5. FrameMaker 7 supports
the development of XML documents and has
the cgpability to easily devel op your document
typedefinitions(DTD). It dlowsyouto gener-
ateprint or pdf documentsand edit your XML
structures. FrameMaker 7 includessomebasic
formatting templates, and alowsyouto specify
output templates that you've developed us-
ing another tool. Acrobat 5 has some powerful
collaborativereviewing capabilitieswhich al-
lowsyou to put afile out for review and have
the reviewers attach annotating comments or
entirefiles. Multiplereviewersareabletoview
and update the comments sSmultaneoudy.

e Mellon

Professional
Writing

Technical Writing

Professional Writing
Document Design

Online Information
Design

15 maonth program
Financial aid available

For more information, or o
attend a tree, one-day
infarmation design
workshop,contact

DOr. Karen Schnakenberg
Director, MAFW Program
kraifrandrew.cmu edu
412 268.2659
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Break Through the Single-Source Roadblock

By Nancy Carpenter

Jesse Wiles, consultant to Quadralay Cor-
poration in Augtin, Texas, was the featured
speaker at the November 6 chapter meeting.
Jesse described single sourcing, then dem-
onstrated the capabilities of WebWorks
Publisher. Single-sourcing is the re-use of
information in different formatsfor different
purposes. The source document is not
changed, but the output is customized for
the specific audience and medium. No post-
processing is needed.

Quadraay developed WebWorks Publisher
to provide a single-sourcing tool for
FrameM aker and Word documents. Itistem-
plate-based and requires that the author use
the stylesin the source software. The author
selects the template for the desired format.

WebWorks then maps the source document
styles to the template to convert the docu-
ment to the online format. Thetemplate can
be changed in the same way that styles can
be changed in the source software.

WebWorks Publisher can produce a vari-
ety of online formats. FrameMaker docu-
ments can be converted to HTML,
JavaHelp, XML, XHTML, Accessible
HTML, WinHelp, and al industry-standard
online help systems. Word documents can
be converted to HTML Help, JavaHelp,
WinHelp, and WebWorks Help.

For largewriting departments, Quadralay dso
provides two support programs —
WebWorksAutoMap, which performsbatch
document conversion on ascheduled basis;
and WebWorksAutoMap Client, which puts

a WebWorks dropdown menu on the
FrameMaker menu bar for usein conversions.
Oracle Corporation, BEA Systems, Excelon,
Cognos, Agilent, and Cadence now use
WebWorks AutoMap Client.

You can download ademonstration version
of this software.

Quadralay wasformed in 1992 asa devel oper
of search engines. They noticed a need to pub-
lishonlinefromFrameMaker and developed a
converson packagetoassist ther writers. This
is now marketed as WebWorks Publisher.
Quadralay provides several services related
to WebWorks Publisher — on-site training,
WebWbrks University, consulting, coaching,
and support. For more information, see:
www.webworks.com, or email at
info@webworks.com.

WorkQuest Group Going Strong

By Mary Ann Pike

The Pittsburgh Chapter’s WorkQuest"
group continued itsweekly meetingsin Oc-
tober.

Octaber 8: Career Coaching—JaneDuffy
Featured guest speaker Jane P. Duffy’s ca-
reer focusiscareer management and coach-
ing. Sheisacareer coach at the University
of Pittsburgh’s Katz School of Business,
worksfor an outplacement firm, and is de-
veloping her own business (Work in Faith)
to hel p peopl e connect their faith with their
career.

During aperiod of extended unemployment
in her own life, Jane realized that it can be
hard to determine what daily activitiesyou
should plan to further your job search. She
said that the amount of time you spend on
your job search should be in the neighbor-
hood of 30 hours each week. You need to
try to spend those hours in a manner most
constructive to your job search.

She explained that unsolicited direct mail
only has about a three percent rate of re-
turn, and is usualy not worth the effort.
ThelInternetisamajor recruiting sourcefor
companies right now, but might not be as

useful asyou think. Companiesarereceiv-
ing such alarge volume of résumésfor each
job posted, that they are looking at the
résumésin the order they receivethem, tak-
ing the first eight or ten that look promis-
ing, and ignoring therest. Search firmsare
not avery good source of leads at thispoint
intime, either, sincethey are overwhelmed
with peoplelooking for work. Jane stressed
that these three methods of finding work
should constitute the smallest percentage
of your job search.

Networking is considered to be the most
successful job hunting activity. Network-
ing isany conversation you havewith some-
one about your job search. It can be with
an acquaintance, a contact in a company
you've targeted as a place you'd like to
work, or a hiring manager in a department
that has a job opening. Jane suggests a
goa of speaking to 20 or 30 new people
each week about your job search. She says
that speaking to eight to ten new peopleis
agood accomplishment. For someonewho
doesn’t have a lot of contacts, she sug-
gests discussing your job situation with
everyoneyou know —your hairdresser, your

auto mechanic, church members, fellow
hobbyists — you never know who might
know of someone that has a position ap-
propriatetoyour skills. Asan exercise, write
a30-second summary of yourself and prac-
ticegiving it to people.

Jane explained that you should have amar-
keting plan because you're selling your-
self, just as a company selling a product
would have a marketing plan. Your plan
should have:

®* An objective — the type of work you
want, possiblejob titles

® Qualifications and key accomplish-
ments— brief summary of what you've
done and what you have to offer

®  Target market —geographic areawhere
you want to work, industry or type of
organization you want towork for, size

of the organization, any other criteria
important to you

(continued on page 10)
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Pittsburgh STC WorkQuest™ Group Presented at
Region 4 Conference

(continued from page 1)

Pittsburgh STC WorkQuest group have
been mostly experienced people and
have included several from other pro-
fessions, such as sales andinformation
technology.

The group meets every Tuesday at 10
a.m. — early enough to get everyone go-
ing and late enough to miss rush hour
traffic. The meeting place movesaround
the Pittsburgh area each week to provide
variety and the opportunity to become
familiar with various areas of the city and
suburbs. Attendance averages 10 to 12
of atotal roster of about 25.

The Pittsburgh STC WorkQuest " presen-
tation at the Region 4 Conference session,
“Smart Job Searching” modeled a weekly
STC Woerueﬂw session. Each session
startswith a* check-in round” in which at-
tendees (newcomers and “established”
members) reiterate their job search
objective(s) and report on their past week's
job-related activitiesand results. After pre-
sentersreported, many membersof thesmall
but focused group of session attendees
also “checked in” and handed out their
business cards/marketing materials.

In addition to a professional activity each
week, STC WorkQuest " meeti ngsprovide
outlets for attendees to demonstrate and
develop their professional expertise. So,
following the “ check-in round” at the Re-
gion 4 Conference, each of the four addi-
tional STC WorkQuest" presentersgave a
very condensed version of presentations
they had developed for STC WorkQuest”
meetings this fall. The presenters have
encapsulated their presentations below.

Sl Your sdf Effectively —Mary Ann Pike
In her presentation, Mary Ann touched on
anumber of tasksthat need to be compl eted
to prepare for ajob search. She listed the
following:

® Develop apersona marketing plan

¢ Createaneffectiverésumé

* Writeeffective cover letters

¢ Buildanimpressive portfolio

®  Work with recruiters and agencies

® Use the Internet to further your job
search

Mary Ann then focused her presentation

on résumés, providing a brief overview of

her articlein last month’s Blue Pencil, and

on Internet job searching.

Mary Ann noted that in today’s market, the
average human resources person spends
only 20 seconds evaluating arésumé. She
provided many tipsfor getting your résumé
noticed which covered organization, con-
tent, and format. She gaveexcellent advice
about how to use your résumeé to best ad-
vantage in your job search.

In the second part of her presentation,
Mary Ann shared tactics for successful
use of the Internet in your job search.
Internet searches can focus on job search-
ing, information gathering on companies
and locations of interest, or general and/
or specialized education to increase your
value. Mary Ann discussed a number of
ways to get the most out of each type of
search.

Finding Opportunities—Jim McCarty
Jim McCarty talked about how we go about
finding those elusivejobsin thisvery tough
job market.

He noted that conventional approaches to
job searching, such as using the Internet,
reading want ads, talking with headhunt-
ers, recruiters and temp agencies, put usin
touch with only 20 to 25% of the jobs that
areout there. The other 75 to 80% are never
advertised! These jobs are uncovered
through networking.

Networking was an important part of the
presentation. Jim talked about the im-
portance of getting ready to network,

making networking contacts, and getting
and conducting yourself during a net-
working interview. He emphasized the
difference between a networking inter-
view (to gather information and referrals)
and ajob interview (to sell yourself into
the job).

Jim also discussed the Hiring Life Cycle,
or the process companies go through from
recognizing the need to hire someone, to
actually bringing someone aboard to fill
that position. He explained that the earlier
you caninfiltratetheHiring Life Cycle, and
get in front of the people who can hire
you, the greater your chances are of get-
ting the job. Networking provides great
opportunities for such infiltration.

Hisclosing remarks hit home with every-
one who is looking for work. Looking
for work isa full timejob. If you are
spending less than 40 hours aweek |ook-
ing for work, you are short-circuiting your
employer. Who is your employer when
you are unemployed? YOU, of course.

Nurturing Your self —DianaMathis

Job crises or losses are special opportuni-
tiesto nurture ourselves professionally and
personally. Attitudeisvital: think and act
“newly self-employed,” not unemployed.
Adopt an active, not a passive approach to
the freedoms and responsibilities of your
new job. Who knows, you may decide to
remain self-employed!

Objectives of your new position include
taking charge of your finances and budget-
ing to meet the physical and medical needs
of yourself and your family, deciding what
path your career will take, and honing psy-
chological and emotional coping skills to
maintain equilibrium in this time of high
stress. Three points to remember about
coping:

(continued on page 7)
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Pittsburgh STC WorkQuest™ Group Presented at
Region 4 Conference

(continued from page 6)

1 Lifeisdtress; stressislife.

2 People respond to stress in different
ways.

3. We need to learn and practice coping
skills to manage stress.

Lifeisstress. Dr. Hans Selye, a medical
specialist in endocrinology, noticed that all
illnesseshave similar basic symptoms, such
as feeling/looking sick, aches and pains,
digestive upset, fever. These symptoms,
dueto hormonal changes, can betriggered
by physical stress (a cold) or psychologi-
cal stress (job loss). Physical reactions to
increased stress include increased heart
rate, breathing rate, blood pressure, muscle
tension, and stomach acid. Chronic excess
stress leads to high blood pressure, sleep
disorders, chronic headache or other pains,
exhaustion, more infections, and, in those
who are predisposed, illnesses such asdia-
betes, heart disease, arthritis, and cancer.
Mental reactions to chronic stress include
psychological exhaustion, lethargy, depres-
sion, and anxiety.

Peoplerespond tostressin different ways.
To be dlive is to experience stress, but as
Selye said, “ The same stress which makes
one person sick can be an invigorating ex-
perience for another”. Know yourself.
Know how you respond physically, men-
tally, and socially to excess stress.

L earn and practicecoping skills. Tactics
to control physical symptoms of excess
stressinclude breathing and relaxation ex-
ercises. Mental coping skillsincludeusing
imagery and silently reciting a personal
verse or mantra. Learn to use tactics such
assilence or astock phraseto defuse stress
inasocial interaction. Prevent thebuild-up
of chronic stressby following ahealthy diet
and regularly participatingin physical exer-
cise, stress-relieving leisure activities, and
conversations with supportive friends.

Hone your coping skills now - you never
know when you will be contacted about a
new job, called for aninterview, or winthe
lottery!

Presenting Your self —John Clark
In his presentation, John focused on the
key pointsto agreat interview:

® Think straight
®  Doyour homework

® “Swing the bat”

Thinking straight means that how you
think about interviewing can make all the
difference between a successful interview
and onethat doesn't gosowell. Partof itis
realizing that the most qualified people
don't necessarily get hired; the most pre-
pared usualy do. Thinking about interview-
ing as agame, adance, or aplay can help
withthemental preparation. Youredizethen
that you need to know how the game is
playedin order to do well.

Doing your homework involves prepar-
ing and researching four key areas. First,
learn about the interviewing process it-
self. Research the typical questions that
interviewersask. And for that, John rec-
ommends two books: Knock ‘em Dead
by Martin Yate and Job Interviews for
Dummies by Joyce Lain Kennedy. Both
books help you by providing the tough
guestions that will most likely be asked,
along with how to give good answers that
aretailored to your specific situation.

The second area where you need to do
your homework is about yourself. Turn
your skills and accomplishmentsinto sto-
ries and examples that show how you
helped the company make money, save
money, or savetime. You'll usethese sto-
riesto amplify and support your answers
to the tough questions.

Thethird area of preparationisinfinding
out about the company. Find out what's

important to it by researching it through
the Internet, newspapers, and business
articles. Plan to use this information in
your answers.

Thelast areaof homework isabout the job.
Before you go on the interview, find out
about the job’s scope and responsibilities,
typical projects, and anything elsethat will
help you match your skillsand accomplish-
mentsto the job you' re applying for.

In order for all of this preparation to do
you any good, you've got to “swing the
bat.” Just as professional sports players
routinely practiceto stay at thetop of their
game, you need to do the same for your
main event. Itisn't enough to think about
the answers. You’'ve got to actually say
theanswers. There'sno substitutefor role
playing with afriend or associatein amock
interview.

Follow these guidelines and you'll have a
great interview.

For moreinformation

Pittsburgh’s STC WorkQuest™ group has
its own Web site, developed, hosted, and
managed by Tod Pike, who posts materi-
als amost instantly. In addition to pre-
sentations by WorkQuest” members at
weekly meetings, the site’s “Documents/
Articles’ directory has copies of the hand-
outs prepared by each of the five present-
ersat the Region 4 Conference. Check out
the wealth of info. for career management
at http://home.earthlink.net/~workquest/.
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Identity Crisis: How Can We Increase the Demand
for Technical Communicators?

(continued from page 2)

He then went on to suggest ways that the
STC and itsmembers can advertiseand ex-
plain our profession, and link our supply
with the demand intheworkplace. Heclas-
sified these options as being the responsi-
bility of the STC, theindividual, or acoop-
erative effort between both.

Actionitemsfor theSTC

® Buyradioandtelevision commercials.

® Buyadvertisingin print media.

®  Send brochures to the headquarters of
major organizations.

® Develop a professiona vocabulary.

(Should we outlaw certain words?
What about phrasal verbs?)

® Provide Certificate of Membership
(Member in Good Standing since...).

®  SIGsshould create publicationsto pub-
licize and standardize our profession:

0 Create informational brochures
(MarComSIG).

o Develop standard PowerPoint
presentations that members can
download and use for events and
visgts(MarCom SIG).

o Develop a “Profitability-Value
Line” for the various services of
our profession (Management
S0).

0 Develop abest practices method-
ology and document (Procedures
S0).

o0 Collect dataon productivity for
the profession, such as hours-
per-page for a user manual,
minutes-per-page to edit, hours
to develop atraining program,
etc. (various SIGs).

0 Deveopandmakeavailableatem-
plate library for various docu-
ments, web pages, etc. (InfoDesign
S0).

0 DevelopaUsage Guidefor style,
vacabulary, punctuation, etc. (Us-
ability SIG).

Action itemsfor individuals

®  Tak about our profession and what you
do — constantly!

® Attend business and academic events.

®  Givenewspaper or magazineinterviews.

*  Ask web-based job sites to add “techni-
cd communicator” tother dropdownligts.

® Createalibrary of explanatory and ex-
emplary material of what you do.

® Pay attention to how you “brand”
yourself (business card, letterhead,
websdite, etc.).

®  Show respect for your profession and
your audience.

® Exhibit the STC Ethics statement in
your office and discussit in your con-
versations.

®  Remind yourself that “ You are a Sub-
ject Matter Expert.”

®. Display evidence in your workplace
of your training, certifications, mem-
berships, testimonials, reference
tools, professional periodicals, etc.

® Develop a three-second, 30-second,

and three-minuteintroduction of your-
self and your profession.

Action itemsneeding cooperation
®  Work to add “technica communica-

tion” to business surveys, newspaper
classifieds.

® |dentify the demographics of markets
that employ us.

®  Build profiles of companies that hire
technical communicators.

® Determine salaries by specialty and
region.

®  Asachapter, staff a phone bank for a
public TV fund drive.

®* Participateinjobfairsand career days
as representatives of the profession,
not of our employers.

®  Educate employment recruiters—they

have to know what we do to represent
us accurately to potential employers.

® Tak to Chambers of Commerce and
City/County officialsto get “technical
communicator” listed on their
websites.

® Get involved in STC events at all
levels.

Some of these suggestions, such as ex-
hibiting the statement of STC Ethics, may
seem odd, until you compareit to common
practicesin other professions. McCormick
asked, “Would you go to a doctor who
didn’t have an AMA membership [certifi-
cate] on his wall?" Likewise he asks,
“Other professions have SOPs [standard
operating procedures]; why don’t we?’

He also talked about the need to change
our mindset when we represent ourselves.
We should think (and talk) of ourselves as
membersof aprofession first, an employee
of our organization second. We need to
“be verbal billboards for our profession”
and represent ourselves as professionals
and expertsat al times. Weall haveatheme
we project, whether we know it or not, and
it isimportant for each of us to figure out
our own theme. His professional themeis
“1 explain technology to people who need
touseit.” Thethemefor histalk was that
we have to take our profession seriously
before anyone elsewill.

PAGE 8
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Single Source Text with Word—Sort Of

(continued from page 3)

2. Insert > File

Theadvantageto thismethod isthat it does
not rely on bookmarked text in the source
files. Thisisgood when the sourcefilesare
themsdlvesindividua chunksof text, tables,
graphics, etc. This method also uses dy-
namic links. The disadvantage to this
method is that unless the content of a
source file is exactly what you want, you
may get morethan you really need and will
have to manually delete excess content.
Here's the procedure for using method 2:

1 Open the target document and posi-
tion the insertion point where the
source text isto be inserted.

Select Insert > File.

Select Insert as link from the Link
drop-down list. Word copies the file
into the target document.

4. At any timeyou can highlight the in-
serted text and press F9 to refreshiit.

3.Insert > Object

This method is a variation on the previous
method. The advantages and disadvan-
tagesare basically the same. Here' sthe pro-
cedure for using method 3:

1 Open the target document and posi-
tion the insertion point where the
source text isto be inserted.

Select I nsert > Object.
Click theCreatefrom Filetab.

Click Browse and select a file using
the dialog box.

5. ClicktheLink toFilecheck box to es-
tablish the link. Word copies the file
into the target document.

6. At any timeyou can highlight the in-
serted text and press F9 to refreshiit.

4. Paste> Special

Thismethod is probably the most familiar.
Everyone knows how to copy and paste,
right? The advantage to this method is that
it'ssimpleand visual. You seewhat you're

selecting. The disadvantage to this method
is that you have to open the source file
then closeit again after you glean what you
want fromit. Here’ sthe procedurefor using
method 4:

1 Open asourcefile and select the con-
tent you want to copy.

Sdect Edit > Copy.

3. Open the target document and posi-
tion the insertion point where the
source text isto be inserted.

Select Edit > Paste Special.

Sdlect Microsoft Wor d Document Ob-
jectintheAslist box.

6. Click thePasteLink radio button.
Click OK.

8 At any timeyou can highlight the in-
serted text and press F9 to refreshiit.

5.Merge

By merge, I’ mreferring to merging aWord
document to a database. This method is
the most powerful and the most complex.

GROUP WELLESLEY™

Documentation services
for technology industries-
Hwthorimgt User nonvaks, cnline bdp, seupy
adninakation guides, moteting collale
Techmical: Elecronic docement delhary,
deabicp publishing, source fomal corvenios,
singiesource publishing, SGEMLIAL sappodt,

uanbility lesfing, documeniofion procsu
corsuhing

TI'GH'I|I'I-Q= FramePdalbs+ 5GML 16N

713 Wshalsy Road
FHA-JB?F-'- 15204
Teb Al 33348
Frosz 12,340, 3082

e iizupreabealiy oo
infrgrmprealasey com

Records in the database take the places of
source files used by the other methods.
There are several advantagesto ausing a
database:

® Contentisorganized and uniform.

® Database records are easily queried
and sorted.

®  Speed. Merging aWord template con-
taining established merge fields to a
database is by far the fastest way to
generate a new document with up-to-
date content.

®* Reliability. Thereisless chance of
error when merging to a database
because there is less manual input
required. Selecting the proper
records and data fields is simpler
than remembering and manually
typing many bookmark names.

There are also disadvantages:

® |If you don't know how to create a
database, or don’t have access to
someone who does, you'll have to
learn. (Not to worry! Starting next
month, I'll write a 4-part series on
creating an Access database.)

® You'll have to make the database ac-

cessible to your contributing authors
so they can maintain their content in
the database.

®*  Asyou may be unfamiliar with data-

bases, so might your contributors. You
may have to train them in the use of
database forms and editing content.

Here'san overview of how to mergewitha
database to generate a document:

1 Createadatabase comprised of oneor
more tabl es contai ning the content you
need.

2. CreateaWord document (or template)
for themerge.

(continued on page 10)
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Single Source
Text with
Word—Sort Of

(continued from page 9)

3. Start Word's merge process and estab-
lish a connection to the database. You
can specify the database, the tables,
or queries you want to use as the data
source.

4. Insertthemergefieldsat variousloca
tions within the Word document.

5. Execute the merge. Word grabs the
specified content from the database
and fills out the document.

Conclusion

There are many ways to skin the single-
source cat using Microsoft Word. However,
consistency and discipline are crucial. If
you work with otherswho are responsible
for text that you rely on, be surethey stick
toafew simple conventionsregarding file
names/locations, bookmark names,
graphic types, table sizes, etc. Remember,
if the source files should be renamed or
moved to another folder, then the linksto
those files must be recreated to reflect the
new locations and names. A little instruc-
tion from you on chunking and organizing
content will be a big help to you in the
long run.

Relying on templatesisalsoimportant and
you can add alevel of automationin some
of your documents by starting from tem-
plateswith thelinksto bookmarksor merge
fields that are already embedded in them.
Start a new document from a template,
press F9, or execute amerge, and presto!
Your new document suddenly comesalive
with pages of content.

Bob Mohr can be
r pmohr @writemohr.com.

reached at

WorkQuest™ Group Going Strong

(continued from page 5)

® Ligtof specific companiesyou want to
target —try to get name of peopletotalk
totarget -- try to get the names of people
to talk to within those companies

Jane gave the group a handout (which is
on the WorkQuest website) that listed key
criteriato use in tracking your job search,
contained achart you can useto track your
job search activities, and provided a tem-
platefor writing amarketing plan.

In order to keep your job search on track,
Jane suggested keeping adaily log your
job search activities. She stresses that
you need to evaluate your activities, and
if you aren’t getting any results from
your current activities, you need to
change you approach to one that may
be more productive. She also pointed out
that you shouldn’t overwhelm yoursel f
with more than three or four strategies
at once because you'll dilute your focus
on theindividual activities.

She also suggests that since job searching
isavery stressful activity, you should keep
to a regular schedule that includes time
doing online searching, time for network-
ing phone calls, time for leisure activities,
and timefor spiritual renewal .

October 15: Usingthelnternet for Your
Job Search —Tod Pike

The Internet allows you to extend your
reach immensely, helping you find informa-
tion at any time or location. This has both
positive and negativeimplicationsfor ajob
search, since other people are also using
the Internet in the same way — they also
have the same benefits as you do. In the
past, using the Internet for job searches
was limited to high-tech workers and em-
ployers (the only oneswith Internet access).
Unfortunately, the Internet is now a mass-
market tool that any person or company
can use, making the job search much more
difficult.

Tod discussed the different uses of the
Internet in your job search. Specialized job

search sitesmake their money from posting
job listings from companies, and let you
search for ajob by location, keyword, and
date. If you are interested in a particular
location, Tod suggests searching by date
since you may miss some relevant job
postingsif you search using akeyword dif-
ferent from those used in the posting. In
order to reduce the amount of time spent at
each site, you should search them frequently
—every few days at the least.

Another source of jobsisthe career pages
of corporate websites. If you have some
companies that you've targeted as places
you'd liketowork, go to their website, find
the career sections, and bookmark them. You
should check these pages at least once a
week. You may have moreluck responding
to ajob posted on a corporate site because
the company may not be using the big job
search sites, or may try to fill the position
from their own searching before resorting
to apost on the job search sites.

While not directly related to finding ajob,
the Internet also excels at helping you find
out general information about corporations
or regions that can help you in your job
search. General-purpose search sites, such
asGoogleor AltaVista, can help you locate
target companiesin an area, find out more
information about lifeinaparticular city, or
help you learn more about technologies of
interest to you.

The Internet is a vast resource for career
opportunities in general. Don't overlook
on-line seminars, web broadcast (web
casts) and other ways of finding out about
new products and technologies. Look at
the corporate websites of companies that
market products or technologies of inter-
est for moreinformation. Often, companies
put out demo or trial versions of their soft-
warethat you can download for free. Also,
there are numerous opportunities for
online education. The University of Phoe-
nix is almost entirely online, and most of

(continued on page 11)
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(continued from page 10)

the local universities offer online versions
of courses.

October 22: Job Sear ch Checklist —
JanisRamey

Janis developed a checklist of job search
tasks, which includes activities related to
the startup of your job search (like listing
your job criteria, and identifying companies
whereyou' d liketo work), activities perti-
nent to your active job search phase (like
attending networking meetings and mak-
ing cold calls), weekly tasks, and daily
tasks. If you use this checklist regularly, it
will be a great tool for keeping your job
search on track.

October 29: Networking Tips—Various
LoisBradley, President of The Bradley Part-
nerships, along with co-presenters Deirdra
Makowiecki, of MAKK Strategies, and
Jonna Martin of AdvanceMe Associates,
gaveatak entitled “ Tipsfor Networking to
Land that Next Career Opportunity”.

LoisBradley’scareer focusis management
consulting. She explained to the group that
nationally, networking is the way 60% of
peoplefind their next job, but in Pittsburgh
the number is thought to be more in the
range of 80% to 85%. Networkingisavery
important activity and should be the focus
of your job search. She stressed that net-
working should be alifelong activity since
you need to have agood network in placeif
you unexpectedly need to useit. The people
inyour network can comefrom all facets of
your life: professional, recreational, family,
and church/community service. Because
networking is so important, she suggests
preparing for networking like you would for
ajobinterview. Make surethat you present
yourself well, and follow up with the people
you mest.

Deirdra Makowiecki consults for busi-
nesses and individual s on organi zation and
time management. She gave the group a
sample organizational chart that could be
applied toward job searching. She suggest-
ing making alist of your job hunting activi-

ties, prioritizing thelist, and then being very
structured about scheduling the tasks
you'veidentified, giving moreweight tothe
high-priority tasks. Make everything that
you have to do an appointment with your-
self. Crossing things off of your list can
give you a sense of accomplishment.

Jonna Martin is an image consultant. She
stressed that your physical appearance
generatesapowerful impression on people
who don’t know you. You makeyour first
impression within seven seconds of meet-
ing someone. Fifty-five percent of your
impression is visual, thirty-eight percent
isvocal, and only seven percent is based
on the content of your conversation. She
has seen statistics that the decision not to
hire someoneis madewithin thefirst three
minutes of aninterview.

Shefocused on some of the aspects of mak-
ing agood visual impression. She stressed
having good grooming and hygiene, wear-
ing clothes that are conservative (white
shirts and simple ties for men) and aren’t
out of style or dowdy, wearing cotton or
(for women) silk shirts, having your clothes
starched (if appropriate) and pressed neatly,
and wearing tasteful amounts of jewelry.
She told the group that when you meet
someone, you should be sure that your
postureisgood, you have afirm handshake,
and you smile and focus on the person.
Talk about non-confrontational topics, and
end on apositive note when you leave that
person to meet someone else.

In closing, they presented the following
tips.

® Ask questions about activities in a
company you' ve targeted.

® |dentify the company’s needs and try
to sell yourself to fill those needs.

® |f you talk to someone who isn't the
right person to get you into a job, see
if you can get the name of the person
you should be talking to.

*  Follow-up with the peopleyoutak to.

November 5: Networking Revisited —Jim
McCarty

Group member Jm McCarty provided ade-
tailed plan for developing a wide network
of possible job contacts. Jim gave the fol-
lowing figureson how peoplefind their next
job:

® Internet Ads

®*  Newspaper Ads-- 20to 25%

® Recruiters-- Collectively

®  Temporary Agencies

® JobFairs

®  Other (like company websites)

® Networking-- 75t0 80%

Jim described networking as an organized
approach to developing contacts that can
help you find individualswho have the au-
thority to hire you. He said that many of
these networking contacts are casual . They
are seldom the decision-makers you even-
tually need to meet, but they can guideyou
to the right people.

Inorder to network effectively, Jim suggests
developing agame plan. Prepare amarket-
ing program to follow. Prepare your mar-
keting materials, toinclude:

® An attractive business card

® A succinct profile, résumé, and cover
letter (or several versions of them)

* Alist of target companies to contact

® A contact ligt, or list of persons who
know, including business acquaintan-
ces - thisis a starting point for your
networking

Make contacts at networking groups and
start attending mesetings. Because meet-
ingsareimpromptu, you should alwaysbe
ready with a well-rehearsed, quick over-
view of what you do. Thisisoften referred
to as the 30-second drill. Describe your
skill set - what you offer an employer - in

(continued on page 12)
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30 seconds or less. The 30-second drill
should emphasize who you are, what you
have accomplished, what you can do for a
new employer, and what you want to do.

When you schedule a networking meeting
with someone in a targeted company, do
not leave arésumé. A networking interview
is not a job interview. It is a fact-finding
session, and the opportunity to sell your-
self to your referral who probably cannot
hire you, regardless. Instead of a résumé,
leave a one-page Profile Sheet, or Execu-
tive Summary. It should emphasize your
skills and major accomplishments, and
maybeabrief client list. Tell theinterviewer
that you want to stay in contact with him or
her. After the interview, send a personal,
hand-written thank you note.

In your job search, Jim stresses keeping
good records. If you analyze the results
of your job search activities, you can pur-
sue the successful activities and omit the
unsuccessful ones. Some of his points
included:

®* Developalist of details (potential vari-
ables) you want to track. Start with
those listed above.

*  Ranktheimportanceof each, with repect
to contributing to success or failure.

®  Determine how you will record and
track your performance. Use software
such asACT, Excel, Outl ook, etc.

® Evauate the outcome of each interac-
tion to determine potential causes of
success and failure.

® Determine what elements might be
changed to produce better results.

If you' re not having much successin your
job search, Jim suggests that you try the
following:

® Make cold cals (by telephone and in
person) to devel op leads and contacts.
Try to get names of key individuals,
including those in human resources

and purchasing, project managers, de-
partment heads, administrative manag-
ers, and executives. Becreativein your
approach with receptionists, secretar-
ies, and other gate-keepers.

®  Check newspapers for company ar-

ticles and make contact based upon
that article.

®  Check calendars of eventsin newspa-
pers and attend group meetings, such
as networking groups, associations,
conventions, etc. Network asmuch as
you can.

®  Maintain your networking contacts. A
good network will keep you employed.

WorkQuest " was formed as a resource for
you. Although the meetings are geared to-
ward writers, everyone who is looking for
work is welcome to attend the meetings.
Many interesting topics are planned for the
next month. Notices of the meetings can be
found on the WorkQuest™ website http://
home.earthlink.net/~workquest/.
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Employment Issues Column:
Marketing Yourself

(continued from page 3)

nent information on the person contacted,
the company, the content of your discus-
sion, and any action you need to take. Date
the logs. You never know when someone
you talked with two weeksagowill call you
with an appropriate job opening.

FallowUp
Always follow up on your visits or phone
calls with aletter thanking the person you
contacted.

Remain positive! A good attitude goes a
long way when looking for your next job.

[Editor’s Note: This column marks Pam
Schmidbauer’s last Employment Issues
column for the Blue Pencil. The editorial
staff of the Blue Pencil and the officers of
the Pittsburgh chapter of the STC thank

her for her many contributions to this
newsletter. -MAP]

Pam Schmidbauer is Area Manager of
Aquent’s Pittsburgh office and can be
reached at pams@aguent.comor 412-322-
4940. Aguent (aguent.com) is a global
professional service firm delivering cre-
ative and IT solutions. Through a network
of nearly seventy officesin twelve countries,
Aquent provides staffing, consulting, and
outsourcing services in the areas of print
and Web design and production; applica-
tion and database development; and project
management. In its fifteen-year history
Agquent has made over 200,000 matches of
independent professional swith client com-
paniesworldwide. Aquent isheadquartered
in Boston, Massachusetts, and isaprivately
heldfirm

PAace 12



P1TTsBURGH CHAPTER

HTTP./ /WWW.STCPGH.ORG

Wanted — Column ldeas

The Blue Pencil staff islooking for ideas for anew column to add to this newsdl etter. Are there topicsyou would be interested in reading
about from month to month? Better yet, would you liketo volunteer to writeacolumn? (Length and frequency areflexible.) Please contact
Meg Papa (mvOt@andrew.cmu.edu) with your ideas or offers of assistance. Thank you very much.

TechComm

Experienced Technica Writer
Experienced Researcher

® Research Proposals
® Grant Proposals

® Contract Proposals
® Research Reports
® Articles

® Monographs

® Training Materials
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Third Annual Worst Manual Contest

Just a reminder for the holiday season:
When all elsefails, read the manual.

Have you ever been so frustrated with a
manual or set of instructions that you
cursed the author and wished you had
never bought the product in thefirst place?
Doesthissound familiar? How about $100
for your frustration? Technical Standards,
Inc. (TSl), aSouthern Californiadocumen-
tation services company, is offering $100
for the winning entry in their third annual
‘“Worst Manual Contest.’

Send amanual or set of instructionsthat is
hard to understand, poorly written, or just
plainwrong. Senditif it hasbad grammar,

too much legalese, is poorly translated, or
has missing steps. If it isthe worst entry,
youwill win $100.

“We thought we would have fun with this
contest. Everyone hashad troublewith a
manual,” says Michelle Wier, Director of
Operations of TSI. “That’swhy we started
our company. People like products they
understand how to use, and good techni-
cal documentation reduces the need for
technical support. That's why good
manuals are so important.”

You don’t have to send the whole manual;
excerpts of the worst parts are okay. The
deadlinefor submissionsisJanuary 31, 2003,

so check those holiday gifts for potential
entries. Entries must be in English. For
complete contest rules, seethe TSI website
at www.tecstandards.com. Thewinner will
be announced on the TSI website on Feb-
ruary 28, 2003.

Technical Sandards, Inc., specializesin
contract technical writing projects,
technical writer staffing, and training.
Since 1993 in San Marcos, CA, TSl has
provided writers and editors to the
high-tech community who produce
printed documents, online Help, and
Internet documentation.
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Joint Meeting Postponed

The joint meeting that was scheduled for Saturday, December 7 in Youngstown, Ohio, is
postponed until early 2003. Look for more details on the chapter web sitein afew weeks.

Life Skills for Looking for Work

The December chapter meeting will feature
four presentations by our own WorkQuest
special interest group. Whether you are
currently looking for work, or may some-
day look for work, you will find value in
these presentations.

John Clark: “ Presenting Yourself”
Mary Ann Pike: “Job Search Preparation”

Jm McCarty: “Finding Opportunities’
DianaMathis: “Nurturing Topics’

Parkinginthebuildingisavailablefor $5.00at
theWestin Convention Center Hotel parking
garage. Parkingisfreeduring the holiday sea-
son at Pittsburgh Parking Authority garages.
The PPA garages at 9th Street and Penn Av-
enueand at 9th Sreet and Liberty Avenueare
within afew blocks of themeeting.

Independent and Lone Writers SIG

January Meeting

The next meeting for the Independentsand
LoneWriters SIG will be Tuesday, January
28at 6 p.m. at the PaneraBread Company in
Oakland. The discussion for this meeting
will focus onissuesthat affect lonewriters
in acompany.

As the lone writer in a company, your re-
sponsibilities may not just focus on creat-
ing documentation and help, but you may
be part of other facets in the development
process. Thismeetingwill discuss some of
key issuesthat lonewritersface along with
some resources and skills to help trouble-
shoot the challenges that arise for the lone
writer. Everyone is encouraged to bring

WHEN: Tuesday, December 10,
2002

TIME: 6:00-8:00p.m.

WHERE: Federated Investors,
Inc., 19th Floor, 1001 Liberty Ave.,
(Adjacent to the Westin Conven-
tion Center Hotel)

COST: Thereisno chargefor this
meeting. Light refreshmentswill be
provided.

RSVP: AnRSVPisREQUIRED
due to building security regula-
tions. Please contact Darlene
Mullenix at (412) 288-8676 or e-mail
to dmullenix @federatedinv.com

some of their owntipsfor survival asalone
writer, along with software and reference
ideas to help others.

Thereisno cost for thismeeting, but Panera
has great sandwiches, salads, soups and
pastries that you can purchase and enjoy
during thediscussion. Please RSVPtoBarb
Stanton by Monday, January 27 to
Bstanton@seec.com or call (412) 893-0383.

STC Chapter Meeting Schedule, 2003

March 11 (Tuesday) — Chapter 50th Anniversary Party and Awards
Banquet (Janis Ramey)

April 8 (Tuesday) — Robohelp (L eslie Johnson)
May — Spring Fling Party (date to be determined)

Mark your calendars! Here are topics and tentative dates for the
remainder of the 2002-2003 meeting calendar. More details on
each meeting will be published asthe dates draw closer.

January — Winter Party (date to be determined)
February 11 (Tuesday) — Frame 7 (Kay Ethier)

Editorial Calendar

Thiscombined December/January Blue Pencil isthefinal issue of 2002. Detailsof the January meeting will be mailed out viapostcard. For
2003, the editorial calendar will follow the schedule bel ow.

Meeting Dxabe Hlue Pencil Publication Acrtiche Sulbission
Date (M onday) Depd line (A omdayv)

Week of Febiuary 10 January 27 January &

Weok of March 10 Febmary 27 February &

Weak of Apnl 7 Pelaarcly 24 Bellirch 3

Week of May 12 Avpral 28 Al 7

PAace 14
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