
Branwyn M. Folsom        3330 Country Square Dr #1223 Carrollton TX 75006     (972)416-7053

Objective A position as a graphic designer, technical illustrator, or production artist.

Functional summary Conversant with:   Microsoft  Windows 95&98, ME, XP, Windows NT, Office 95, 97  & 2000,
FrontPage.   Lotus Notes.   Adobe PageMaker, PhotoShop, Illustrator, Acrobat, Type Manager,
FrameMaker.   Claris FileMaker Pro, Draw.   Allaire HomeSite 3 & 4.   MacroMedia  Director,
Fireworks, Dreamweaver.   Jasc PaintShop Pro.   

Multi-platform computing skills include Mac and Unix (advanced user-level). Typing speed 45+
wpm, faster with MS Natural Keyboard. Comfortable with both mouse and stylus drawing
methods, as well as traditional graphic design and pre-press techniques. 4+ years experience
with multi-line phone systems.

Work experience
Feb 2000- Jan 2001                          Tivoli     (through Maxim Group)                 Austin , TX
Administrative Assistant / Illustrator
· Some clerical support duties. Maintaining department intranet site.
· Illustrating technical manuals. Managing entire illustration process from initial request to
final submissions. Creating standardized templates for both printed and online media
illustrations.
· Updating hard and soft product identification (packaging and splash screens) from provided
templates. Updating templates when required.

Mar - April 1999               New England Financial    (through Option One)        Austin , TX
Technical Assistant
· Technical Hardware and software support. Some clerical support duties. Composing and

editing company newsletter.

Jan 1999                                      M/D Totco    (through Option One)             Cedar Park , TX
Administrative assistant/ Technical Writer
· Word processing, research, editing screenshots for manuals.

Aug 1998 – Oct 1998                                            Dell Computers                   Austin, TX
Technical Support Representative
· Providing technical customer support, via telephone, for Dell Computers hardware and

supported software.

Sept 1997 – Apr 1998            @bigger.net                                                        San Jose, CA
Manager, Creative Services
· Updating and maintaining Creative Services client information and billing database,

generating and submitting reports to Accounting department.   
· Creation of original artwork and editing of pre-existing artwork for internet viewing.
· Editing and layout design, including transferring provided content into HTML, of web sites

and advertisement banners for clients and for internal purposes.   
· Graphic design and layout for electronic media and print in conjunction with internal and

client projects.



Member Services Supervisor
· Training and supervision of Member Services staff.   
· Maintaining and submitting daily and weekly departmental reports and statistics.   
· Providing technical and customer support, via telephone and email, for: @bigger.net

proprietary software, Windows 95 Dial-up Networking, Netscape 3.01, Netscape
Communicator, Microsoft Internet Explorer 3 and 4.

Feb – Sept 1997 Los Trancos Systems                                                  Palo Alto, CA
Information Designer
· HTML authoring and translating from provided source text.   
· Writing help systems, manuals and other types of documentation as requested by clients.   
· Editing and layout design of such documentation as requested by clients.
· Graphic design and layout in conjunction with client projects.   
· Assisted Systems Administrator.

Special Projects and
Accomplishments Sept 1997 – Apr 1998

While Manager of Creative Services at @bigger.net
· Reconstructed and updated Creative Services client information database from hard-copy

records.
· Formalized work request and authorization process with upper management input.

Feb – Sept 1997    
While in the position of Information Designer at Los Trancos Systems

· Designed Valin Corporation Intranet pages. Translated Valin Corporation ISO 9000 Quality
Assurance system into a usable online HTML format.   

· Wrote, designed and edited online help system for Procura, a Guardian Data Systems
product.   

· Wrote manual and online help system for ExpressDoc, a 3Ring Media product.

Education
1987 – 1988, 1991 College of the Redwoods                                   Fort Bragg, CA
Graphic Communications
· 3.5 GPA

1990 Monterey Peninsula College                                                              Monterey, CA
Graphic Communications
· 3.5 GPA

Supervisor
References

Denise Bell

Ilana Warrick (@bigger.net)

Carol Barber (M/D Totco)

Email: Denise_Bell@tivoli.com

Email: ilana@redpillmedia.com

Phone: (512) 340-5000 day


