
MEMO 
 
TO:  Paul Kellermann 
FROM: Lou Slips 
DATE:  September 14, 2000 
SUBJECT: Job Application Packet 
 

The purpose of this memo is to make it easy for you to understand my job application 
package.  I plan to describe how I specifically tailored the style, format, and content of 
my résumé and cover letter to suit WinMill Software.  To draw a complete picture, I will 
provide an audience analysis, job description, and rhetorical analysis. 
 
Audience Analysis:  WinMill Software 
WinMill Software is a privately held technology firm headquartered in New York City 
with branch offices throughout the northeast.  WinMill was founded on the principle of 
supporting the entire project lifecycle, including analysis, design, development, testing, 
conversion, implementation, and project management. Today, WinMill is a premier 
resource for Internet services dedicated to providing exceptional service by building 
systems that make their clients more efficient and competitive. 
 
Like many Internet focused companies, I have gathered that WinMill has a casual 
business atmosphere.  Following the start-up/entrepreneurial trend, there is also an 
intense focus on teamwork, communication, learning, and especially results. 
 
Specifically, my target audience is the head of corporate recruiting, Sharon Wilkerson.  I 
tracked down her name and address with a quick phone call to corporate headquarters.  
Ms. Wilkerson is a Penn State graduate and has been with the company for about two 
years. 
 
Job Description:  Consultant I 
The Consultant I position is an entry-level Internet development position designed for 
talented graduates who meet WinMill's high standards for academic excellence, 
communication skills, motivation, loyalty, and a commitment to lifelong learning.  After 
completing a three-month extensive training program at WinMill University, a 
Consultant I typically spends four to six weeks learning internet development tools.  The 
tools are used to solve business problems and direct project development under the 
guidance of a mentor. 
 
Consultants I typically work on a variety of different projects during their first year.  At 
the end of each project, the Consultant I returns to WinMill University to learn new 
Internet technologies (including ColdFusion, SQL, SQL Server, Allaire Spectra, and Java 
Script) and prepare for the next client assignment.  WinMill has developed and 
implemented strategies for many high-profile accounts, including MTV, NBC, The New 
York Stock Exchange, MCI, Merck, Merrill Lynch, and the Penn State Football team.  
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Rhetorical Analysis 
My goal was to show that I am a bright student with the skills and desire required to 
fulfill the Consultant I position.  To demonstrate my analytical outlook, I chose to 
construct a precisely formatted and easy to read job application packet. 
 
For my resume heading, I chose to write the casual form of my name to avoid 
pronunciation confusion during the next step of the process.  In addition, both my school 
and home addresses are listed so that I am as readily accessible as possible.  My email 
address is trumpeted directly below my name to show that it is a preferred method of 
contact and send the message that I frequently use the Internet. 
 
For clarity, my resume is formatted with a distinct headings column, italics to designate 
organizations and bullets to highlight important facts.  To draw extra attention to my 
education and work history, each entity is set apart with a space.  To conserve valuable 
space, my honors and activities are listed one on top of another.  In addition, I chose to 
display my computer skills under the education heading so that they will be seen 
immediately and a connection will be drawn Penn State. 
 
My previous work experience dominates a substantial portion of the page because I 
wanted to show that I have experience commensurate with their expectations.  Listed in 
chronological order, I catalog my recent internship (which is also highlighted in the cover 
letter) and my SAT instructor job, which demonstrates my commitment to learning and 
teaching, a pillar of WnMill.  In addition, I emphasize a past client and technology 
oriented job where I had success. 
 
I decided to use my cover letter as a vehicle to delve deeper into the technical business 
skills that I have learned in college.  My major, Management Science and Information 
Systems, naturally lends itself to Internet focused organizations and my cover letter was 
the perfect place to expand upon my specific skills.  I also chose to mention the name of 
the Penn State business school because Ms. Wilkerson is an alumnas.  In addition to 
highlighting my familiarity with common applications, I mention that I am adept in 
several functions noted as important on the corporate website. 
 
Since I plan to submit my application electronically, both my resume and cover letter 
have been saved in Adobe PDF format for easy access and to avoid possible damaging 
conversions.  In addition, my email address has been made a hyperlink so that a response 
is only one click away. 
 
WinMill Software is looking for candidates with a high level of computer skills, a desire 
to find solutions, and a commitment to lifelong learning.  I used my job application 
packet to succinctly express how I fulfill each of the eligibility requirements.  To help 
you understand the choices I made I reviewed the audience, job description, and 
conducted a rhetorical analysis. 
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