
MEMORANDUM 
 
 
Date:  September 14, 2000 
To:   Professor Kellermann 
From:   Kristin Soldiers 
Subject:  JOB APPLICATION PACKET  
 
 
This memo provides an overview of the cover letter and résumé I created for the Job 
Application Packet.  The audience analysis contains a brief description of the company, 
followed by the job description.  Lastly, the rhetorical analysis explains the mechanical 
and content choices I made.  

 
Audience Analysis:  Morgan Meguire, LLC 

Morgan Meguire was founded in 1997 by Kyle Simpson, formerly the principal advisor 
to the Office of the Secretary of the U.S. Department of Energy.  It is a consulting and 
lobbying firm specializing in energy, technology, environment, and communications 
issues.  They represent clients before U.S. Congress, the federal executive branch, and 
state governments.  They also develop business opportunities for companies in the 
previously mentioned areas.  Since its formation three years ago as a two-man firm with 
one client, Morgan Meguire has grown to eighteen people with forty clients.  While 
lobbying has brought in all of the revenue thus far, there are several business 
development projects underway, and only one person handling the workload.  Their rapid 
growth has placed strain on the employees vying for the ear of the CEO.  The position of 
Business Development and Public Relations Assistant has been created to relieve some of 
this tension. 
 
Morgan Meguire is a relaxed working environment in many ways.  It is not uncommon to 
hear the CEO swearing loudly around the office, people calling each other by their first 
names, and joking freely about a variety of colorful topics.  This relaxed atmosphere is 
balanced by formal attire and attitudes when clients are present.  Additionally, people 
around the office are politically correct, especially if the office door is open.  It is the 
healthiest work environment I have ever been privileged to work in.  The people are 
extremely smart, passionate and informed.  They value honesty from their employees and 
need excellent communication skills to effectively lobby for their clients.  Everyone is 
passionately political, but the democrats and republicans often tease one another lightly 
about very serious issues.  Ms. Schrepel, in contrast, is one of the least openly political 
people in the office. 
 
My first day at Morgan Meguire, Ms. Schrepel approached me with binders full of 
reading materials about the alternative fuel technologies and the companies she was 
trying to recruit to Morgan Meguire.  With an MBA and the entire responsibility for 
business development at the company, Ms. Schrepel was extremely busy.  Not once, 
however, did she refuse to spend time helping me.  Whether it was the Website, or 
clarification about the biomass gasification process (turning chicken manure into energy), 
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she was highly organized with a ready answer.  She is extremely dedicated, organized, 
and responsive.  If I ever wanted a response to a question, I went straight to her.  It was a 
pleasure to know her, and I have emphasized qualities she desperately needs in an 
assistant.   

 
Job Description: Business Development and Public Relations Assistant 

While the details of this job are still being discussed, the position will encompass several 
important duties: 

• Create and disseminate a positive image of Morgan Meguire through 
innovative public relations programs. 

• Assist the Director of Business Development with: 
--Legislative and market research 
--Marketing strategy and information management.  
--Generating new client leads. 
--Addressing client needs, eventually obtaining personal projects              
--Writing and editing contracts. 

• Finish and continue to maintain Morgan Meguire’s Website, including: 
--Creating a Spanish version of the site.  
--Organizing and uploading new information 
--Coordinating Current Event updates. 

Since Morgan Meguire is a small firm, a central component of this position is self-
motivation.  This job requires responsibility and independence.  Candidates must be 
organized, motivated, detail-oriented and analytical.  They must also possess excellent 
written and oral communication skills.  Connections to the energy industry are also a 
bonus, since business development includes securing favorable legislation for clients’ 
products or ideas.   
 

Rhetorical Analysis 
I designed my résumé and cover letter to highlight the qualities Morgan Meguire is 
seeking.  Additionally, I tried to relate my skills to the needs of Morgan Meguire 
throughout the cover letter.  My attempts to position myself as an ideal candidate through 
these two vehicles were purposeful and meticulous. 
 
One of my greatest strengths is my educational record.  I placed it at the top to create a 
strong initial impression.  Also, because this company deals with social issues and the 
government, I wanted to direct attention to my Sociology major.  With this company, the 
degree is an asset, while with others it may serve as a hindrance to obtaining an 
interview.   
 
The first item under experience is my internship at Morgan Meguire.  I rearranged my 
résumé from a previous layout to draw attention to this experience.  It is crucial to 
leverage my existing knowledge of the company over that of other candidates.  Working 
at Morgan Meguire this summer creates a substantial advantage for me.  I know the 
company, the people and the projects.  Additionally, I wanted to remind them that I am 
solely responsible for designing their main public relations and marketing tool.   
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I used the rest of the résumé to highlight my public relations and marketing experience 
through the National Student Advertising Competition and The Centre Daily Times.  I 
placed my honors, skills and activities last, not because they were irrelevant, but because 
they were less important that the other experience I possess.    
 
The mechanics of my résumé were also designed with specific goals in mind.  First, I was 
able to use bullets, bold type and underlining because the résumé will not be scanned.  I 
know this because I am the only one at the office who knows how to use the OCR 
software.  The two-column format was appropriate because it divided the page nicely and 
mixed a vertical line with the horizontal layout of the page.  I utilized a fairly traditional 
format because it was appropriate for the conventions of the work atmosphere at Morgan 
Meguire.  I observed similar conventions when I designed my cover letter. 
 
As I have already stated, the most important experience to highlight is my time with 
Morgan Meguire, and my experience with public relations.  I addressed the problems 
Dawn has experienced in the last couple of months to communicate my understanding 
and sympathy to her position.  By doing so, I formed a connection and (hopefully) 
endeared myself to her.   
 
You now have a clear understanding of my efforts to tailor my cover letter and résumé to 
fit the needs of Morgan Meguire.  I strategically placed relevant information near the top 
of my résumé, and used the cover letter to connect my experience with the company’s 
requirements.  This memo has provided you with pertinent background information about 
Morgan Meguire and with the details of my writing process. 
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