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Melanie Ann Fields

2135 S Michigan Ave Loft 204 Chicago, IL 60616 Cell Phone: 513-253-8213  Work E-mail mfields2@devry.edu Academic E-mail: fielmel@iit.edu   Personal E-mail: melanie.fields@gmail.com 
ACADEMIC PREPARATION:

M.S. in Technical Communication and Information Design, Faculty in Technical Communication, Illinois Institute of Technology Graduate School, 2012
Concentrations: Technical Communication 
Advisor: Dr. Libby Hemphill
M.A. in English Specialzing in Scientific and Technical Communication, Faculty in Scientific and Technical Communication, Bowling Green State University Graduate School, 2004 

Concentrations: Technical Communication and Interpersonal Communication 

Thesis: The Role of Technical Communicators in International Virtual Offices : A Review of Literature 

Advisor: Dr. Bill Coggin

B.A. in English Literature, Bennett College, Greensboro, North Carolina, 2002
Concentrations: English Literature and Technical Writing 

LANGUAGES:

· Fluent in English

· Can read, write, and speak conversational Spanish

TEACHING EXPERIENCE:

Introduction to Humanities, October 2011-Present DeVry University Chicago, Illinois


· Developed assignments where undergraduate students created annotated bibliographies, outlines, and presentation for aesthetics course project

· Introduced students to vital areas of the humanities, such as history, philosophy, literature, and the visual and performing arts. 
· Aided students in analyzing and evaluating works of art (such as paintings, poetry, music, dance, film, and architecture) and develop connections among these works and their historical, cultural, and philosophical contexts. 
· Discussions, writings, oral presentations, and group activities, prepare the students for more advanced inquiries in subsequent courses
· Helped students examine real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis

· Created online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond

Professional Writing, July 2010-Present Illinois DeVry University Chicago, Illinois


· Developed assignments where technical communication students learned to create effective progress reports, proposals, formal reports, presentation materials, memos, and correspondence 

· Students listened to lectures and participated in discussions that focused on the principles of professional writing in common applications and also reflected on the needs of intercultural communication and effective oral reporting  
· Common electronic tools are used to support report development and transmission
· Had students participate in a Graded Common Writing Final at the end of the course
· Evaluated Common Writing Final and decided if students were eligible to pass writing courses    
Developmental Writing, May 2011-Present Illinois DeVry University Chicago, Illinois


· Developed assignments where students worked on writing exercises by completing reading modules and progress checks 

· Students created outlines, completed rough drafts, conducted peer review, and wrote reflection letters in connection to various assignments

· Helped students develop reading and writing skills of students 
· Aided students in creating the five-paragraph in preparation for the CWF exam

· Fabricated online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond
· Evaluated Common Writing Final and decided if students were eligible to pass writing courses    
Foundations of Professional Communication, July 2010-Present Keller School of Management Chicago, Illinois


· Developed assignments where graduate students created various memoranda, designed justification reports, and wrote research papers about ethical dilemmas in the workplace

· Helped students examine real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis

· Created online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond
Technical Communication, July 2010-Present Illinois DeVry University Chicago, Illinois


· Developed assignments where technical communication students created extended definition reports, progress reports, proposals, response letters, instruction manuals, presentations, informative handouts and memos

· Helped technical communication students examine real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis

· Explored how to use open source project management tools for business purposes

· Fabricated online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond
· Evaluated Common Writing Final and decided if students were eligible to pass writing courses    
Advanced Writing Instructor, July 2010-Present Illinois DeVry University Chicago, Illinois


· Developed assignments where students created a process paper, a problem solution paper and a research essay on a topic of their choice
· Introduced students to the writing process and helped students learn how to conduct peer review 

· Helped students learn APA format

· Had online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond
· Evaluated Common Writing Final and decided if students were eligible to pass writing courses    
English Composition, July 2010-Present Illinois DeVry University Chicago, Illinois


· Developed assignments where students wrote compare and contrast, cause and effect, argument, and problem solution essays on a topic of their choice

· Introduced students to the writing process and helped students learn how to conduct peer review 

· Helped students learn APA format

· Had online discussions where students interacted with each other and responded to critical thinking questions related to the textbook and beyond
· Had students participate in a Graded Common Writing Final at the end of the course
·  Evaluated Common Writing Final and decided if students were eligible to pass writing courses    
Writing Instructor PREP Program, Summer 2009
  

Chicago State University Chicago, IL

· Provided handouts and instruction on how to create a science fair display board, PowerPoint presentation, and research paper 

· Found and used handouts on how to create Lego robots and monitored students during the building progress
· Went through robot training session 
· Introduced students to APA format using various handouts
· Gave positive and negative feedback virtually and in print form on rough drafts.
· Had conferences with each group to help students with the revision process
· Created rubrics for PREP science fair contest and was a judge
Com 421 Technical Communication Graduate Instructor, Fall 2008-Spring 2010 Illinois Institute of Technology Chicago, Illinois


· Established assignments where technical communication students created business cards, resumes, memoranda, formal reports, proposals, presentations, and business book literary reviews

· Aided technical communication students examine real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis

· Promoted online discussions where students interacted with each other and responded to critical thinking questions related to the textbook

· Explored how to use open source project management tools for project purposes

CATS Instructor, Summer 2008 

Chicago State University Chicago, Illinois



· Taught high school students how to write an arguing a position paper

· Helped middle school and high school students create brochures and I-Movies

· Assisted middle school and high school students in completing math and science projects 

Part-Time-Educational Testing Services AP English Reader #2, Summer 2008
Educational Testing Services Daytona, Florida

· Read and scored English Advanced Placement exams

· Received a end of the session certificate with 5.1 continuing education credits

COM 423 Communication in the Workplace Graduate Teaching Assistant, Spring 

2008 Illinois Institute of Technology Chicago, Illinois

· Conducted e-mail correspondence and graded documents and online assignments as a teaching assistant for COM 423 Communication in the Workplace 

University Writing COM 101 Graduate Instructor, Fall 2007-Spring 2008
Illinois Institute of Technology Chicago, Illinois

· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Developed assignments where students wrote argumentative compare and contrast, website analysis, and research papers using academic sources connected to their field of study

· Taught University Writing Com 101 courses to non-native speakers  

· Worked on English As A Second Language reading and writing comprehension skills.  

Part-Time-Educational Testing Services AP English Reader, Summer 2007
Educational Testing Services Daytona, Florida

· Read and scored English Advanced Placement exams

· Received a end of the session certificate with 4.7 continuing education credits

Part-Time Adjunct Technical Communication Instructor, Fall 2006-Summer 2007

Raymond Walters College Cincinnati, Ohio


· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Developed assignments where students created business cards, resumes, abstracts, memoranda, formal reports, proposals, presentations, Library Internet Guides and literary reviews of business books connected to their field of study

· Helped students write, evaluate, and research various technical communication and business topics connected to their majors 

· Established an environment where students gave critical feedback of sample and current project

Part-Time Adjunct English Composition Instructor, Fall 2006-Summer 2007

Raymond Walters College Cincinnati, Ohio


· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Created an atmosphere where students could ask questions about grammar and investigate the book Woe Is I by writing daily grammar logs  

· Helped students locate, evaluate, interpret, and use sources ethically and responsibly for assignments

· Promoted editing and proofreading skills for each final product

· Created a workshop environment where students evaluate and give critical feedback in groups about sample essays from previous and current students.

· Required that students create a portfolio to showcase their work at the end of the quarter 

Part-Time Adjunct English Composition Instructor, Spring 2005-Summer 2007

Northern Kentucky University Highland Heights, Kentucky


· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Created challenging assignments that are directly related to the course objectives and allow students to locate a variety of research sources 
· Established opportunities for students to receive feedback and suggestions for improvement and introduced students to a wide range of writing, editing, peer revision, and workshop strategies 

· Helped students write about their own personal experiences, analyze the writing of other authors and respond to the ideas of other writers.
· Required students to present writing assignments in a print portfolio at the end of the term
Part-Time Adjunct English Composition Instructor, Fall 2005-May 2006


Xavier University Cincinnati, Ohio



· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Developed writing assignments that that improved critical thinking, reading, and writing skills 

· Examined how to write a variety of academic assignments including annotated bibliographies, research essays, evaluations and other argumentative essays on a wide range of topics 

· Explored how to read, document, and interpret research data for essay projects 

· Promoted peer review and workshop sessions for students to obtain guidance with the revision process
· Required students to present writing assignments in a print portfolio at the end of the term
Part-Time Adjunct Advanced Writing Instructor, Spring 2006-Summer 2007

Northern Kentucky University Highland Heights, Kentucky                   

· Designed a theme-based course to promote public writing focusing on visual design and cultural awareness 

· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Created assignments where students published letters to the editor in The Northerner and The Cincinnati Enquire each semester

· Students’ work was published The Cincinnati Enquire in the article “Views from students on issues affecting us all”   

· Provided assignments in which students revised the English Department brochure  

· Established the opportunity for students to analyze and examine a sample chapter from the book Guide to Writing and submit their recommendations by completing critique essays and student questionnaires for Longman Publishers 
· Explored how to analyze electronic reading, writing, researching, grammar, and visual design assignments
· Created assignments in which students become more independent writers by learning how to write a variety of academic and professional documents, conduct research, and create print portfolios.    

· Examined how to conduct collaborative writing assignments in virtual peer groups using storyboards and discussion board groups  

· Nominated twice for the part-time faculty teacher of the year award 

Part-Time Adjunct Business Writing Instructor, Summer 2005-Spring 2007

Northern Kentucky University Highland Heights, Kentucky


· Provided students with a syllabus, course calendar, and detailed assignment sheets

· Created challenging assignments that provided theoretical grounding and practical experience in the field of workplace writing.

· Investigated how to write professional documents like abstracts, memoranda, resumes, reports, proposals, resumes, business cards, Library Internet Guides, and presentation materials
· Provided assignments in which students revised the English Department brochure  

· Explored how to conduct research, design webpages, and create online portfolios    

· Examined real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis

· Established opportunities for students to receive feedback and suggestions for improvement and introduced students to a wide range of writing strategies

· Provided students with a Dreamweaver, and HTML tutorials  

Project Aspire Adjunct Creative Writing Instructor, Summer 2006 and Summer 2007

Northern Kentucky University Highland Heights, Kentucky
 

· Was an instructor for the Project Aspire Program sponsored by the Admissions department at Northern Kentucky University 

· Provided 5th – 8th grade students with a syllabus, course calendar, and detailed assignment sheets

· Designed assignments where students interviewed classmates, created a biography, wrote a name poem, and a group narrative

· Established the opportunity for students write about personal experiences and present them to the class   

General Studies Writing Program Graduate Teaching Assistant, 2002-2003

Bowling Green State University Bowling Green, Ohio





· Attended in-service training classes and taught English composition and varieties of writing classes during the academic school year 

· Assisted students in argumentative essay writing on the college level and assessed student papers

· Created achievement requirements and syllabi 

· Introduce students to a variety of prewriting and invention techniques, drafting, strategies, revision methods, and editing skills

· Evaluated other English 111 and 112 portfolios for four semesters and decided if students were eligible to pass writing courses    

Teaching Assistant, Fall 2003




           

Bowling Green State University Bowling Green, Ohio
· Assisted Dr. Radhika Gajjala in teaching Interpersonal Communications 406: Digital Media 

· Provided student with tutorials in Photoshop, HTML, and I-Movie
· Helped students create research websites on selected issue topics


· Assisted students in participating in video conferencing project with Northwestern University students
· Observed and recorded virtual chat data during class sessions
Bennett College Writing Fellows Intern, Spring 2002


Bennett College Greensboro, NC

· Assisted the English faculty with classroom instruction and preparation for English Composition and Developmental Writing classes 

· Provided tutoring services

· Prepared students for the English Competency Exam

· Created a senior portfolio based on my Writing Fellows Internship and academic papers 

PROFESSIONAL EXPERIENCE:

Writing Consultant DeVry Writing Center, October 2011-Present 

DeVry University Chicago, Illinois


· Helped undergraduate students and graduate students with essays, research papers, presentation materials, resumes, cover letters, reading modules, progress checks, and a variety of other writing assignments from different disciplines 

· Helped students with MLA, APA, and CMS format

· Assisted students with using and navigating the course shell in E-College

· Aided students with understanding online discussion questions 
Writing Consultant Writing and Resource Center, Spring 2010
Chicago State University Chicago, IL

· Helped students by reviewing questions and answers from sample Illinois Certification Tests of Basic Skills 

· Provided handouts and instruction on how to create a five paragraph essay

· Tutored students for 1 hour sessions on test taking strategies to prepare for the Illinois Certification Tests of Basic Skills 

· Introduced students to MLA and APA format using various handouts
· Gave positive and negative feedback on paper and resume rough drafts
Summer 2009
 Entrance Essay Scorer, 

Illinois Institute of Technology Chicago, IL
 
· Read and scored entrance essays using a rubric virtually 

HiPI Coordinator, Fall 2008-Present
Illinois Institute of Technology Chicago, Illinois

· Provided monthly on-campus programs that taught critical thinking and study strategies, provided supplemental resources, and fostered relationships that are fundamental to students’ academic success
· Created programs that addressed issues of leadership and diversity and encouraged awareness and respect of all cultures 
· Designed PowerPoint presentations, fliers, informational handouts and other marketing materials to advertize and programs  
Graduate Assistant/ IEEE Editor, Spring 2008 

Illinois Institute of Technology Chicago, Illinois

· Edited manuscripts for IEEE journal
Writers Lab Writing Consultant, 2003-2004




           

Bowling Green State University Bowling Green, Ohio
· Provided student writers from various academic backgrounds with discipline specific feedback at various stages of the writing process
· Helped undergraduate and graduate students organize and develop abstracts, theses, dissertations and English composition papers and other academic documents


· Provided MLA, APA, CMS, and other formatting assistance to student writers  
· Assisted multilingual writers (or writers whose first language is not American/English) with writing projects
· Provided hour long sessions with one-on-one assistance to student writers

· Appointed as newsletter document designer for this academic school year

Sierra Club Intern, Summer 2003

Sierra Club Cincinnati, Ohio
· Designed and edited Sierra Club newsletter using MS Publisher 
· Wrote a series of professional documents using MS Office-including memos, informational flyers, and a formal report on steel alternatives  


· Was a video transcriber for several video projects
· Designed a volunteer informational packet for high school students 
· Designed display boards about upcoming events for press conferences
· Was on Sierra Club’s State-Wide Retreat program planning committee and developed an itinerary, created informational packets for guests, confirmed appointments, and handled travel arrangements for several speakers
· Did research on Brazilian Steel companies who used steel alternatives and developed water testing questions for future projects  




Project Search Editor and Document Designer, Spring 2003 

Bowling Green State University Bowling Green, Ohio 
· Designed and edited Project Search newsletter using PageMaker

· Edited Project Search and the Graduate College brochure

· Wrote a series of professional documents-including a letter of inquiry, proposal, progress report, and final report-to manage my work and update the organization and university supervisors    

PUBLICATIONS:

Fields, Melanie. A., “Faculty Profile: Jean Timberlake” The Active Voice 2007.

Fields, Melanie. A., “My Journey to NKU” The Anchor 5.2. (2005-2006): 5. 

Fields, Melanie. A., The Role of Technical Communicators in International Virtual Offices : A Review of Literature.  Thesis. Bowling Green State University Graduate School, 2004. Bowling Green, Ohio 2004. 
WORKSHOP AND TRAINING SESSIONS:

September 2012 DeVry University’s Payment Card Industry Data Security Standard Awareness E-Learning Course Training/Certification
September 2012 DeVry University’s Responsible Use of Social Media E-Learning Course Training/Certification
September 2012 DeVry University’s FERPA E-Learning course Training/Certification
June 2012 DeVry University’s Speaking Up: Asking Questions and Raising Concerns E-Learning Course Training/Certification 

December 2011 DeVry University’s University Day iCloud Theme Project Management Tools Guest Speaker/Panel Discussion

October 2011 DeVry’s Code of Conduct and Ethics E-Learning Course Training/Certification 

October 2011 DeVry University’s Mutual Respect E-learning Course Training/Certification
December 2010 University’s Code of Conduct and Ethics E-Learning Course Training/Certification
May 2010 DeVry University’s New Instructor Training Session Training/Certification
January 2004 -Bowling Green State University’s Human Subjects Review Board training/certification
August 2005- DeVry New English Instructors’ Orientation Session/spoke about personal experiences as a part time business writing, advanced writing, and English 101 instructor, Northern Kentucky University   

March 2005-present English Department Writing Program Conversations, Writing Instruction Program, Department of Literature and Language, Northern Kentucky University

May 2005- University 101 Training Workshop, Northern Kentucky University

May 2005- Book Connection Workshop, Northern Kentucky University training/presentation of my test/writing questions  

PROFESSIONAL MEMBERSHIPS:

· Midwest Modern Language Association 2012-2014

· Association of Teachers of Technical Writing 2005-present

· Association for Business Communication Spring 2005-2007
· Kentucky Association of Blacks in Higher Education 2005-2007
· The Black Faculty and Staff Association at Northern Kentucky University Spring 2005-2007
· National Black Graduate Student Association, 2003-2004

· Society for Technical Communication, 2003-2004  

· African American Graduate Student Association, 2002-2004

· Thea House The Catholic Campus Connection, 2000-2002

· Sigma Tau Delta English Honor Society, Vice President, 2002 Member 2000-2002.
    

· The Belle Yearbook Staff, 2002

· Campus Girls Scouts - Publicist, 1999 - 2001

· WITS (Women in True Scholarship), Academic Queen, 1999

· Bennett College Tennis Team Most Valuable Player, 1999; Captain, 2000 - 2001; Coach’s Award, 2001

· Southern North Carolina Association of Educators, Member, 1998 - 2000; Historian 1999-2000


PROFESSIONAL SERVICE:

· DeVry Common Writing Final Test Grader 2010-present

· DeVry Wrap Committee Member 2011-present

· Northern Kentucky University Admissions Department Mentoring Program, 2006

· Northern Kentucky University Project Aspire Program Volunteer, 2005

· A Healthy Start Self-Esteem Program Participant, 2002

· Ray Warren Boys and Girls Club, 2000

· Bennett College Children’s House Reading Volunteer, 1999 - 2000 

· Southern North Carolina Association of Educators English, Math, and Science Tutor, 1998 - 2000

· Delta Sigma Theta Sorority, Inc. Bone Marrow/Blood Drive/Bone, 1999

· Delta Sigma Theta Sorority “Adopt A Highway” Project, 1999

· Winter Walk for Diabetes, 1998, 1999, 2002

· Habitat for Humanity, 1998


HONORS AND AWARDS:

· Illinois Institute of Technology Half Dean Tuition Scholarship and Teaching Assistantship 2007, 2008, 2009, 2010 

· Student Support Services Celebration of Achievement Award, 2007
· Won Northern Kentucky University Rudolf Schiff Outstanding Part-time Instructor Part-time Faculty Award, 2007

· Nominated twice for the Northern Kentucky University Rudolf Schiff Outstanding Part-Time Faculty Award, 2006 and 2007 

· Bowling Green State University Teaching Assistantship 2002, 2003

· Humanities Department Achievement Award, 2002

· Sigma Tau Delta English Honor Society Service Award, 2002

· Bennett College Thomas Holgate Library Recognition Award, 2002

· Bennett College “Evening of Public Speaking,” First Place Winner, 2000

· Nominated as an All American Scholar 1999, 2001, 2002

· Bennett College Dean’s List 1999, 2001, 2002  

