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Press Release: Custom Business Solutions Resettles in Novi! 

Custom Business Solutions, Inc. 

After ten years at their Grand River location, IT consulting firm Custom Business Solutions has moved into brand new office 
space at 41895 W. Eleven Mile Rd., also in Novi.   Still located south of I-96 and west of I-275, the new office is more easily 
found, and offers a warm and inviting atmosphere. 

Home to its twelve internal employees, the new location provides a more collaborative environment and plenty of room for 
visitors.  IT consulting is a fast paced industry, and the open air design chosen by Director Brad Burton supports the need 
for speed.   With its newsroom-like floor plan, sales and recruiting teams work together more closely to share information 
and can communicate faster and easier.  Breaking news and urgent new opportunities are broadcasted on a large flat 
screen monitor in the commons area, visible by all team members.  

“Our new office has simplified and increased team play significantly,” says President Jeff Burton.  “Our open environment 
allows everyone to chime in and work together for our mutual benefit, while providing privacy as necessary.  Our new digs 
are a tremendous upgrade and an uplift in workspace satisfaction.”  
  
Brad agrees.  “One of the many keys to this industry is being able to find the right person at the right time.  This typically 
means a lot of leg work upfront understanding the client, the project requirements and proactively building a profile to 
meet their needs.  With the open floor plan at the new office, communication between teams has increased allowing us to 
work more efficiently and effectively in meeting client demands.” 
 
Contact information remains the same.  Call 248-478-5300 or drop a note to info@custom-it.com for more information 
about their services or joining the team.  

 

 

  

mailto:info@custom-it.com
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Blog Post: Where will 2013 take you?  
Michigan Council of Women in Technology 

Available online: http://www.mcwtblog.org/where-will-2013-take-you/ 

 

Where Will 2013 Take You? 

Or better yet, where will you take IT? 
 
Years ago, I worked for a direct selling company, and every year there was a national conference annual meeting filled with 
fun, surprises, training, and the new product line. The location was always kept a surprise until the beginning of the 
year.  At one of our regional meetings, the esteemed leader of our group, our senior regional VP, who was insanely 
successful, asked the audience, “Can anyone tell me how to get to National Conference?” Because the location had not yet 
been announced, the answer throughout the crowd was, “We don’t know where it is.” 
 
“Exactly”, she replied.  “How do you know how to get there if you don’t know where you’re going?” 
 
She proceeded to talk about setting goals and defining where we wanted our business to take us. Perhaps by now you’ve 
heard this phrase many times over, but on that day, almost 20 years and half my life ago, it hit me like a ton of bricks.  Of 
course.  It made so much sense. I’ve set goals before, but this past New Year’s Eve, driving home from work, I decided to 
make it new tradition.  New Year’s Day will be set aside for deciding, clarifying and illustrating where I will take the 
upcoming year.  The whole day, if it takes that long. 
 
There is a great book called The 5 Book, recommended to me by a dear, longtime friend, Liysa Callsen.  It’s a great tool, and 
there are also many other resources online.  So I spent the day outlining each area of life, family, relationships, career, 
education, health, etc., and wrote goals for one, five and ten years out.   This will be a work in process, obviously, as life 
happens, as new situations and options arise.   But it will be fun to watch how it all unfolds and progresses. 
 
“How do you know how to get there if you don’t know where you’re going?” 
 
Where will you go this year? 
. 
 
 
Kathleen Howell is the social media / office manager and multiple hat wearer at Custom Business Solutions, an IT consulting 
company in Novi.  Recently HootSuite certified, she also volunteers on the communications teams for the Michigan Council 
of Women in Technology (MCWT), and the Social Media Club – Detroit (SMCD) 
 

 

 

  

http://www.mcwtblog.org/where-will-2013-take-you/
http://www.live-inspired.com/the5book/aboutAuthor.html
http://www.codadiva.com/
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Guest Blog Post: Summer Travel: On or off the grid? 
Verizon Wireless Midwest 

Available online: http://vzwmidwestarea.com/summer-travel-on-or-off-the-grid/ 

 

Summer Travel: On or off the grid? 

As we get ready for the upcoming summer travel season, whether it’s for business or pleasure, staying connected can be a 

necessity or an option.  Some will choose to stay “plugged in” via social media channels to share their experience and 

whereabouts, while others need to remain accessible as a part of the job. 

On this mid-April evening, the motorcycles rumble past and thoughts of our summer and fall road trip itinerary flood my 

mind with excitement.   As an avid motorcyclist, photographer and blogger, I look forward to the season of exploring new 

places in Michigan and surrounding states, and sharing them on my blog.   This year, I’ll be doing more posting from our 

stops and destinations, rather than compiling it all from a tattered journal upon returning home, with the help of my 

Motorola Xoom and the WordPress for Android app.  I purchased my Xoom last fall, and I rarely go anywhere without it.  

Aside from checking email and using social media apps such as Facebook, Twitter and Foursquare, the Fish Bowl Photo 

Gallery does a phenomenal job of displaying my photography on the go.  Send to Kindle is a new find I’ve fallen in love with 

recently, which allows for easy sending of Word docs as PDFs and also websites directly to the Kindle for Android app, 

available for offline viewing.  Without a Wi-Fi hotspot, the Mobile AP service on my Samsung Galaxy S enables me to tether 

my tablet off my phone, so that I can upload photos and blog posts wherever I have a signal.   

As much as I enjoy being able to “unplug” from the online world and take in the beauty of nature (and I do!), my love for 

describing and sharing our adventures via digital media soon returns, and I look forward to capturing the moment before 

the butterfly flutters off or the aroma of a campfire fades away. 

So what are your plans?   Will your summer travel be “off the grid” or is sharing your adventures by staying connected part 

of the fun, or being reachable part of the job?   What are your tools/technologies of choice that make your travel 

communications easier?   

 

Kathleen Howell is a Social Media Coordinator/IT Recruiter for Custom Business Solutions and volunteers with the Social 

Media Club – Detroit and the Michigan Council of Women in Technology.  Her photos have appeared in several issues of 

American Bagger Magazine and articles in Thunder Roads of Michigan.  Follow her @howelltracks or visit her blog at 

kathleenhowell.com. 

 

 

 

 

  

http://vzwmidwestarea.com/summer-travel-on-or-off-the-grid/
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Guest Blog Post: Staying Connected Out on the Road 
Yaffe Tidbits Blog 

Available online: http://www.yaffetidbitsblog.com/2012/04/stay-connected-out-on-the-road.html 

 

Staying Connected Out on the Road 

The flowers are blooming, the grass needs cutting, and travel season is around the corner.   Staying connected on the road 

can be a necessity or a choice, whether it’s business communications or sharing photos of your kids with Mickey Mouse.  In 

today’s online world, there are a plethora of connectivity options, which allow you to connect with colleagues, share your 

experiences with friends and family, or gather useful information as you navigate your route.   

As a blogger, photographer and avid motorcycle rider, all that’s been on my mind is the upcoming 2012 riding season.  

Details for planned trips are coming together, hopeful trips are being added to the yearly bucket list, and subject ideas for 

my photos are forming.  As I type this post, Facebook dings periodically with messages from the group of riders that we’ll be 

spending Sunday with, as we make our plans to cruise out to the Irish Hills area for the first day trip of the season.    

Technology continues to make it easy for me to stay connected while on the road. I’m looking forward to sharing our 

experiences on my photoblog this year, in addition to social media platforms such as Facebook, Twitter and Foursquare.  

The epitome of our summer comes in late July, when we pack up the bikes and make the 1300 mile trip to the land of our 

dreams, Spearfish, South Dakota, for the annual Sturgis Motorcycle Rally.  This year, our trip out west will be different, as 

my plan is to blog from the road using the WordPress App for Android on my Motorola Xoom, rather than compiling our 

two-week story from a tattered journal upon arriving home, sunburned and tired.  Our campground has Wi-Fi, and I look 

forward to typing out our daily adventures each evening next to a crackling campfire and a cold beverage.  

I purchased my Motorola Xoom tablet last fall, and it’s become an extension of my left arm.  As a social media coordinator 

by day and communications volunteer for several groups, I’ve found it much easier to check in and live tweet from events 

and places versus using my smartphone (when available), rather than tapping (backspace, re-tapping!) out content.  

On the road, these social platforms are a great way to share and receive information, of course, when there is a signal.  

During a recent car trip to Florida in early March, apps such as GasBuddy and Hotel Finder were very useful in finding the 

location and best deals as we made our way down I-75, not to mention the built-in GPS feature when we took an hour-long 

detour through the mountains of Tennessee.  Checking in and reading the tips at restaurants on Foursquare gave us insight 

into recommended choices.   And on the road, tethering my tablet from my phone using Mobile AP provided on-the-go 

access. Meanwhile, I was able to get a head start on my blog post, right as it was forming in my mind.  With my camera in 

tow, my passions take me off the beaten path, and I love that social media allows me to share them even further.  The 

technology not only enables this, but also provides helpful knowledge as I set out for my next adventure. 

So what’s in your forecast this year?  Do you look forward to time “off the grid” or is staying connected a part of your 

relaxation, or perhaps a requirement?   What are your tools/technologies of choice that make your travel communications 

easier?   

 

Kathleen Howell is a Social Media Coordinator/IT Recruiter for Custom Business Solutions and a volunteer for the Social 

Media Club – Detroit and the Michigan Council of Women in Technology.  Her photos have appeared in several issues of 

American Bagger Magazine and articles in Thunder Roads of Michigan.  Find her at kathleenhowell.com or @howelltracks. 

  

http://www.yaffetidbitsblog.com/2012/04/stay-connected-out-on-the-road.html
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Prospect Letter: Thunder Roads Magazine of Michigan 
 

Thunder Roads Magazine of Michigan 

PO Box 1782 

Midland, MI 48641-1782 

 

(Date) 

 

Client Name 

Address 

City, ST Zip 

 

 

Dear_______________, 

 

I am reaching out to you today to introduce Thunder Roads Magazine of Michigan, a monthly motorcycle publication that is 

distributed all throughout Lower Michigan.  We are the #1 free to reader, family friendly motorcycle magazine, filled with a 

variety of stories about different motorcycle related and charitable events happening throughout our state.  Our team is 

made up of over 12 sales contributors, with a distribution of 8,000 to 15,000, depending on the season.  There are a variety 

of advertisers in that we promote in Thunder Roads Magazine, such as motorcycle shops, hotels, restaurants, and lawyers.  

Our demographic is made up of men and women ages ranging from middle 40s to middle 50s.  We are extremely active on 

social media channels, keeping our readers up to date with the latest happenings and events.  

 

I would love the opportunity to speak with you regarding how Thunder Roads can promote your business to our 

community.  Our magazine is extremely popular at all the locations where it’s available, and usually the copies don’t last 

long!  

 

Please let me know if you would like to discuss further or if you have any questions. I’d be more than happy to send copies 

of our last several current issues, so that you may see what Thunder Roads has to offer your organization. I’m sure you’ll 

find our rates are very affordable compared to other media.     

 

Visit us on Facebook, Twitter, or www.thunderroadsmichigan.com! 

 

 

Sincerely,  

 

 

 

Kathleen Howell 

Advertising Sales 

 

Thunder Roads Magazine of Michigan 

PO Box 1782 

Midland, MI 48641-1782 

Email:  kathleen@thunderroadsmichigan.com 

Mobile:  734-644-2954 
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Tutorial: How to Change your Oil  
Writer’s Digest University – Class Assignment 

 

How to Change Your Oil 

Resources needed: 

 Engine Oil – 6 quarts 

 Oil Filter 

 Oil Filter Wrench 

 Oil Container Pan 

 Car Jack 

 Jack Stands 

 Socket Wrenches 

Engine Oil 

Refer to your owner’s manual for the recommended type and brand of engine oil.  Approximately 5 quarts of oil 

will be used in the oil change, using the sixth as a spare to keep in your vehicle in case it is necessary to add oil 

during the operation of your vehicle.  WARNING: Do not mix oil, such as regular oil and synthetic oil!  It is also 

recommended to ensure your oil is API (American Petroleum Institute) certified. 

 

Oil Filter 

Select a quality oil filter that will properly remove carbon and impurities from the engine oil, such as the Fram 

Dual-Guard.  It’s better to invest in a quality oil filter than a complete engine overhaul! 

Oil Filter Wrench 

The best type of oil filter wrench to use is one that is rated for working in close quarters, such as a metal strap 

wrench. 

Oil Container Pan 

If possible, use a container that can be sealed, to make the transport and recycling of used motor oil easier.   Or, 

after finishing, pour the oil into another container with a cap. Always recycle used motor oil, do not pour down a 

drain or in your yard, as it is harmful to the environment!  Many auto parts stores will recycle used motor oil. 

Getting Started 

1. Be sure your vehicle is parked on a level surface.  

2. Start the vehicle and allow it to run for approximately ten minutes.  This warms the engine oil and will 

allow for better drainage.  

3. Turn off the ignition before starting the oil change. 
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4. Elevate the front of your vehicle using the car jack, allowing enough room to access the underside of the 

motor and also turn a wrench.  WARNING: For safety, always use jack stands to support the weight of 

the vehicle, do not rely on the car jack alone! 

5. Under the hood, remove the oil fill cap on the engine, where oil is added, and set aside.  This allows for 

air flow as the oil is drained into the pan. 

6. Under the vehicle, locate the oil pan drain plug, which will likely be on the lowest part of the oil pan.  

The drain plug will have a hexagonal shape, and be 13mm to 17mm in size. 

7. Place the oil container pan directly under the drain plug. 

8. Using the socket wrench, loosen and remove the drain plug, allowing the oil to immediately flow into 

the oil container pan.  

9. Wait until all the oil has drained, and replace the oil pan drain plug.  NOTE: It is recommended to tighten 

the drain plug “finger tight”.  Use a combination wrench and use only one finger to pull it tight.  Over 

tightening will strip the threads of the drain plug. 

10. Locate the oil filter and move the oil container pan underneath it. 

11. Loosen the oil filter using the oil filter wrench, turning it counter-clockwise.  Once loosened, unscrew the 

filter by hand, removing it. 

12. Remove the new oil filter from its box. 

13. Open one of the bottles of new oil, and using your finger, coat the rubber gasket on the new oil filter 

with new oil.   This allows for easier removal of the filter, at your next oil change. 

14. Install the new filter by hand, turning it clockwise until tight.  Using the oil filter wrench, turn an 

additional ¼ turn. 

15. Remove the oil container pan and any tools from under the vehicle. 

16. Remove the jack stands and lower the vehicle. 

17. Under the hood, pour five quarts of engine oil into the oil fill opening.  

18. Replace the oil fill cap. 

19. Check the oil level by removing the oil dipstick.  It should read one quart high, because there is no oil yet 

in the oil filter. 

20. Start the vehicle and let it idle for about five minutes, but do not rev the engine.  This allows the oil 

pump to circulate the new oil and pressurize the system.  The OIL light on the dashboard will illuminate 

and then go out after a short time. 

21. Under the vehicle, check for any leaks, from the oil filter or the oil drain plug. 

22. Turn off the ignition. 

23. Check the oil dipstick, it should now read Full. 

24. Record the date and mileage of your oil change, making certain to repeat this process every 3,000 miles 

or 5000km, to maintain the life of your engine.   Always use a new oil filter with every oil change. 

25. Help protect the environment, remember to dispose of your used motor oil properly! 
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Tutorial: Chaps Folding 101 
Thunder Roads Magazine of Michigan, published March 2013 

 

Here is a great way to secure your chaps and keep them from unfolding or unrolling in your trunk or saddle bag.  

Thank you to Al Russom at AM Leather in Romulus, MI, for sharing this trick! 

1. Lay your chaps on a flat surface, unzipped so that the legs lay open flat against each other.  

 

2. Fold the belt and buckles in, as shown. 

 

3. From the top, fold the sides in slightly to form a straighter line. 

 

4. Fold the chaps in thirds. 

 
 

5. Fold the left and right sides in towards the center (where the snaps are located), and snap together. 
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6. Voila!  Your chaps are now in a secured bundle. 
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Technical How-To: Logging Client Data Using Evernote 
Custom Business Solutions, Inc. 

 

Evernote is a web-based tool in which online “notebooks” can be created, and “notes” created within each 

notebook.  Evernote syncs your data to the cloud, which allows access of your data via free apps that are 

available to iOS and Android users.  Download the iOS app from iTunes, or the Android app from GooglePlay. 

This article outlines the process in which Business Development Managers  (BDMs) can gather and capture client 

data quickly and easily in Evernote via a mobile device out in the field, and then transfer the data to the client’s 

record in MaxHire. 

1. First, create a free Evernote account from www.evernote.com.  NOTE: The premium version of Evernote 

is recommended, to allow for offline viewing of notes, when not near a wifi signal.  Download the app to 

your mobile device. 

2. Log in to Evernote from your pc, and create a new notebook for your client data notes.   Click the drop 

down arrow on the left under Notebooks, and click New Notebook.  In the next dialog box, name the 

notebook Client Data or something applicable, and click Save. 

 

3. Click on your new notebook from the list to select it, and create a new note inside it. Click New Note and 

highlight the word Untitled and name the note Client Data Template or something applicable. In the 

body of the note, create your client data list, or list of questions regarding that client.  Click Done to save 

and sync your changes. 

 

4. To edit your notes, click the pencil icon to the right.  When finished, click Done to save your changes. 

http://www.evernote.com/
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5. Create a new notebook for each client by clicking New Note, and save it using the appropriate client 

name.  In the next steps, populate the notes by copying and pasting the data from the Client Data 

Template created in step 3. 

6. Navigate back to the Client Data Template, click the pencil icon, highlight and copy all data. 

7. Navigate to your new client notebook, click the pencil icon and paste the data.  Click Done to save. 

At the Client Site 

1. From your mobile device, launch the Evernote app and log in. 

2. Navigate to the appropriate client note. 

3. On an iPad, tap the white space of the note to begin editing.  On an Android device, tap the pencil icon 

to begin editing.  Enter any data you are gathering from the client, and tap Done to save your changes. 

At the Office 

1. From your pc, log into Evernote from your browser.  All data entered from your device will appear, 

though it may take a moment to sync. 

2. Click the pencil icon, highlight and copy your data, navigate to MaxHire and paste the data in the Notes 

section of the appropriate client. 
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Technical How-To: Linking a Magazine Cover image to the Online PDF in WordPress 
Thunder Roads Magazine of Michigan 

1. On the page that will host the clickable magazine image, upload the magazine cover image, and also the 

full pdf of the magazine to WordPress using the Add Media button. 

 

2. When the full pdf is uploaded, highlight and copy the Link To > Media File URL as shown above. 

3. Click the X to close the dialog box. 

4. Navigate to the page that contains the clickable image. 

5. Hover over the image and click Edit Image.  The following dialog box appears. 

 

6. In the Link URL field, paste the URL you just copied in Step 2. 

7. Click Update. 

8. On your Edit Page view, click Update to save your changes, and view your page.  The image should now 

hyperlink to the pdf. 

 



All content authored by Kathleen Howell                                         
Not for distribution or reproduction  14 

Resume  
 

Kathleen Howell  
kathleen@kathleenhowell.com 

734-644-2954 mobile 
http://www.linkedin.com/in/kathleenhowell 

@howelltracks 
 

 

Professional Summary 

Skilled communicator seeking an opportunity as a Technical Writer/Documentation Specialist where I can leverage my 
strategic thinking, communication and passion for solid writing and grammar to move an organization’s goals forward.  
Prior to joining Absotech, I developed, documented and implemented the corporate social media strategy, along with a 
comprehensive Office Manager and also an Information Technology Handbook. In addition, I’ve authored and updated 
numerous “How To” documents across all departments. I also serve as the webmaster and content proofreader for a 
statewide motorcycle magazine, managing their social media presence, along with my own article contributions, event 
coverage and photography.  

 

 

Skills 

 Windows 7, Microsoft Office 2010 

 Microsoft Publisher, Visio 

 Microsoft Project, OpenProj 

 Microsoft FrontPage, Adobe Contribute 

 WordPress 

 Adobe Acrobat 

 HootSuite, TweetDeck 

 Google Analytics, CrowdBooster 

 Adobe InDesign, Photoshop CS4 

 Knowledge of HTML and CSS 

 Knowledge of Sharepoint Administration 

 

 

Professional Experience 

 

Absotech, LLC                           March 2013 - Present 

Technical Communications Consultant 

 Created a 20+ page user guide for a custom developed tracking tool for an Absotech client, built in Microsoft Access.  
Written in Microsoft Word, the user guide was constructed based on discussions with the developer, and self-study of 
the software.     

  

mailto:kathleen@kathleenhowell.com
http://www.linkedin.com/in/kathleenhowell
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Thunder Roads Magazine of Michigan                               July 2012 - Present 

Writer / Proofreader / Web Master / Social Media 
Part time             

 Write monthly articles for Thunder Road’s demographic, on varying topics of the motorcycling lifestyle. 

 Working closely with the Editor, responsible for the proofreading and editing of all articles before going to print. 

 Redeveloped the Thunder Roads website on the WordPress platform, updating the website monthly with current 
content.  

 Assumed the admin role on existing Facebook and Twitter accounts, responsible for consistent content development 
and content curation. 

 
Custom Business Solutions – Novi, MI                                 June 1998 – March 2013 

Social Media / Office Manager                                       
July 2012 – March 2013 

 Daily development of fresh, timely content updates across all social media channels, consisting of job related posts and 
company and IT industry news.  Hootsuite is used extensively in content planning, publishing and reporting. 

 Publish all open positions to the corporate website, often editing content or writing job descriptions from minimal 
detail, as needed. 

 Plan and execute all daily social media content using an editorial calendar. Act as corporate blog moderator, scheduling 
guest bloggers, writing content, proofing and editing of all submissions.  Skilled in WordPress with light code editing 
experience. 

 Assist in the creation of the corporate quarterly newsletter, proofreading and editing.   Publish document to the 
corporate employee portal. 

 Craft and edit corporate communications to internal staff.  Also created a press release which was submitted to Crain’s 
regarding a recent office move. 

 Created flyers and posters in Publisher and InDesign for numerous company events including all job fair advertisement 
and also employee social functions, using my own photography when applicable.  

 Design, develop and promote weekly email campaigns for available open IT positions using MailChimp. 

 

Office Manager (concurrent with the above responsibilities)  

Upon promotion to Office Manager, developed a comprehensive Office Manager Handbook, detailing all responsibilities, 
along with Social Media Manager responsibilities.  Very little documentation of any of these tasks existed prior to this. 

Finance / Accounting 

 Weekly creation of client invoices from consultant timesheets, bill clients according to their schedule, (weekly, bi-
weekly or monthly). 

 Accounts Receivable – reconcile checks received with outstanding invoices, maintain data in Peachtree Accounting. 

Recruiting and Sales Coordination 

 Established and documented workflows for multiple internal processes such as recruiting processes, resume formatting 
and background check procedures, using Visio. 

 Customized built in dashboards to show daily recruiting and sales status.  
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 Acted as the MaxHire database SME and worked extensively with management consultants explaining and 
demonstrating interoffice procedures and workflow.  Currently evaluating Bullhorn, which has acquired MaxHire. 

IT Support 

 First level IT support for all internal office personnel, hardware and software, internet and wireless access, mobile 
device configuration.  Creation and maintain IT Administrator’s Handbook. 

 
Social Media Coordinator / IT Recruiter 
January 2011 – July 2012 

 Volunteered and took ownership of the overall corporate social media presence for Custom Business Solutions, 
creating a strategic plan and establishing goals and metrics.  

 Designed and launched corporate Facebook and Twitter pages, and created a company LinkedIn Group. Leverage 
channels daily and track audience growth and participation on a monthly basis using Klout, and Crowdbooster.com  

 Develop fresh, timely content updates across all social media channels, consisting of job related posts and company 
and IT industry news. Used Tweetdeck, then later Hootsuite to schedule tweets during evening and weekend hours, 
keeping consistent communication.  

 Revised current web pages using FrontPage to include social media channels. Established traffic goals and monitor and 
analyze website activity monthly via Google Analytics.  

 Redesigned current printed material using Adobe InDesign and Adobe Photoshop to include social media and 
implemented QR codes on all new printed material to drive traffic to the corporate website and job board.  

 Identify, share and participate in area IT networking events to promote Custom Business Solutions from an IT recruiting 
and social media perspective.  

 Identify, evaluate and plan job fairs and career events. Organize attendees to staff events, coordinate all promotional 
material and promote the event via social media and live Tweeting onsite. 

 Designed and launched the corporate blog, www.ourcustomblog.com, on WordPress.  Create and maintain an editorial 
calendar of guest bloggers.  Wrote proposal to replace our current dated website with Wordpress. 

 

Technical Recruiter                                    
October 2005 – January 2011 

 Source and screen of candidates for open IT positions, via the corporate resume database, job boards, online medium 
and networking events. Conduct phone screens and initial in-person interviews to qualify candidates. 

 Conduct reference checks on qualified candidates; coordinate technical phone screens and client interviews.  

Network Administrator / IT Support                                          
October 1999 – Present 

 Provide IT support to employees, including support of Windows 7 workstations and Office 2010.  Configure new users 
in Active Directory; set up office space, phone and workstations. Provide server support for Windows 2003 Server, 
Windows Server 2008, Exchange 2003.  

 Research and purchase hardware and server equipment for office wide PC refresh projects. Monitor and troubleshoot 
network connectivity and provision wireless access for users and guests.  

 Deploy and monitor antivirus software using Symantec Endpoint Protection. Manage the domain hosting and SSL 
certificates. Monitor the continuous backup protection local and remote devices; restore files as needed.  

 Maintain documentation and Visio diagrams for all internal infrastructure, updating as necessary. Ensure copies are 
kept offsite for disaster recovery.  

http://www.ourcustomblog.com/
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Administrative Assistant / Business Analyst                            
June 1998 – October 1999 

Contract Assignment – Blue Cross Blue Shield of Michigan, Detroit 
Change of Century Project – Y2K 

 Performed data entry of completed compliance forms from Electronic Trading Partners with BCBSM into Excel 97 and 
ultimately into a custom Access 97 database. Provided pivot table reports to the EDI team on the compliance status of 
the ETPs.  

 Assisted the database developer with new functionality and reporting features.  

 Recorded and transcribed meeting minutes. 

  



All content authored by Kathleen Howell                                         
Not for distribution or reproduction  18 

Education 

Essentials of Technical Writing – Writer’s Digest University 
Completed  – March 2013  

 
Hootsuite Certification 
Certified December 2012 

 
Inbound Marketing University – Hubspot.com 
Certified October 2012 

 
University of Phoenix, Livonia Campus 
Bachelor of Science, Business Information Systems 
June 2003 
 

Volunteer Activities 
 

Michigan Council of Women in Technology (MCWT) 

Member and Volunteer – Marketing Committee 

Maintain the MCWT blog (mcwtblog.com), volunteer event photographer 

Organize website statistics for mcwt.org and mcwtf.org using Google Analytics, monthly 

Design documents and flyers using Adobe InDesign 

Develop, curate and publish consistent updates on Facebook and Twitter 

Social Media Club – Detroit 
Volunteer Event Photographer 
Develop, curate and publish consistent updates on Facebook and Twitter 

WordPress User Group – Ann Arbor 
Monthly meetings to stay current on WordPress features, plugins and best practices. 
Annual attendee of WordCamp Detroit. 

 

Personal Interests 
 

Photography 

Exclusive microstock photographer for Dreamstime.com 

www.dreamstime.com/Khphoto_info 

Wordpress Blog and Fine Art Photography portfolio 
www.kathleenhowell.com  – personal blog about photography and motorsports 
 
 

Publications 

American Bagger Magazine – published photography 
December 2011, Simply Silver, pages 92 – 97 
February 2012, CFO Bagger, pages 104 – 109 
 
Xology – An Automation Alley Publication – photos 
Summer 2010, page 46, Michigan Council of Women in Technology  (Kathleen Salai) 

http://www.dreamstime.com/Khphoto_info
http://www.kathleenhowell.com/

