
MEMO 
 
TO: Paul Kellermann 
FROM: Barney Rubble 
DATE: February 1, 2002 
SUBJECT: Job Application Package 
 
The purpose of this memo is to allow you to understand the specific choices I made in 
tailoring my resume and cover letter to fit the needs of my desired employer. I will 
provide an audience analysis that will describe the Peace Corps organization, a job 
description that will list the job requirements and necessary qualifications, and a 
rhetorical analysis that will describe how I adapted my resume and cover letter for the 
particular employer and position I am seeking. 
 
Audience Analysis: Peace Corps 
 
Peace Corps started in 1961 as an initiative of the Kennedy administration with the goals 
of helping countries around the world meet their need for trained men and women, 
promoting a better understanding of Americans on the part of the peoples served, and 
promoting a better understanding of other peoples on the part of Americans. Peace Corps 
volunteers serve in seventy-eight countries around the world and provide service in six 
areas including business, education, environment, agriculture, health, and community 
development. 
 
The Peace Corps seeks individuals with college degrees, a sense of adventure, and the 
desire to help other people help themselves. Peace Corps recruiters look both for 
individuals with college degrees and individuals with professional skills and work 
experience who might not have a college degree. 
 
Through information sessions, phone calls, and personal interviews with past Peace 
Corps volunteers and recruiters, I have come to know many individuals who have served 
in the Peace Corps. Without exception, these individuals have struck me as free-spirited, 
hard-working, and dedicated to service. I believe the present slogan of the Peace Corps, 
The toughest job you’ll ever love, sums up the attitude of Peace Corps volunteers and the 
organization as a whole.  
 
Gamal Dillard, the individual to whom I am writing, is a recently returned Peace Corps 
volunteer who now serves as a Peace Corps recruiter in their New York Regional Office. 
I met Gamal two weeks ago at the Atherton Hotel during a Peace Corps recruiting event. 
I informed him that I would be in contact with him concerning my qualifications for the 
position of an environment volunteer in the Peace Corps. 
 
Job Description: Peace Corps Environment Volunteer 
 
Any Peace Corps assignment requires a twenty-seven month time commitment (three 
months training and two years of service in a host country). I am specifically applying for 
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a position as an environment volunteer. Peace Corps environment volunteers fall into two 
categories: general environment volunteers and advanced environment volunteers. I am 
seeking a position in either category. General environment volunteers assist communities 
where environment issues are in conflict with basic needs for farming and income 
generation. They sometimes work with a community to determine its needs related to 
environmental issues and start projects based on those needs. Advanced environment 
volunteers focus on projects that help communities conserve natural resources. Projects 
include: soil conservation, watershed management and flood control, and sustainable fuel 
projects.   
 
Rhetorical Analysis: 
 
My initial application to the Peace Corps provided a broad outline of my work, volunteer, 
and educational experiences. This application secured me an interview with the Peace 
Corps that sought to further define my reasons for applying and my qualifications for 
international service. Due to the favorable quality of my application and interview, my 
application package was advanced to the Peace Corps New York Regional Office. Soon 
after receiving my application package, Gamal Dillard, the New York recruiter, contacted 
me with a request for further identification of my qualifications for the position of an 
environment volunteer. The cover letter and resume I am submitting as part of this 
assignment is specifically adapted to show how my qualifications meet the requirements 
of a Peace Corps environment volunteer. 
 
My cover letter elaborates on the brief description of my coursework listed in my resume. 
I directly matched the skills and experiences I gained through my undergraduate thesis 
and coursework to the requirements of a Peace Corps environment volunteer. The second 
paragraph of the letter describes a job with the United State Forest Service that I was 
hired for very recently. Because I will be employed with the Forest Service before 
entering the Peace Corps, and because my work with the Forest Service will be directly 
applicable to the experience necessary for advanced environment volunteers, I felt it 
necessary to spell out this upcoming experience in my cover letter. I did not list this job 
on my resume due to the very simple fact that I have not yet worked with the Forest 
Service. As stated in class, a resume describes where you have been while a cover letter 
outlines where you are headed.  
 
The concluding paragraph of my cover letter specifically spells out how I meet the 
requirements of Peace Corps environment volunteer and conveys my excitement at the 
chance to fill the position. 
 
My resume points out my specific objective, clearly describes my educational 
experiences and honors, and goes on to list titles of courses that apply to the position. I 
listed my degree in geography above my degree in film, listed nearly all geography 
courses, and excluded my film internships because my film courses and expertise do not 
apply to this particular position. I chose to list my experience with Shaver’s Creek 
Environmental Center above the National Geographic Society because of the direct 
relevance of the skills I obtained at the environmental center to the job for which I am 
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applying. I included my internship at the National Geographic Society because the name 
pulls a great deal of weight and because I reported on significant environmental issues 
while employed in their newsroom. I chose to list my lifeguarding experience because it 
demonstrates my work ethic and my ability to engage with the local community. 
 
My activities demonstrate both the well-rounded nature of my character and the 
additional contact I have had with the outdoors and environmental issues through my 
experience with the Penn State Outing Club and the Alternative Spring Break Club. 
 
I listed my skills and certifications (even though the certifications are pending) to once 
again demonstrate the diversity of my education and my willingness to better myself 
through training and discipline. Additionally, my travel experience demonstrates my 
desire to travel and my adaptability to other cultures and situations. 
 
I hope this memo enables you to more fully understand the background of the Peace 
Corps, the specific position of the environment volunteer, and the reasons behind the 
decisions I made in adapting my cover letter and resume to fit the needs of my 
prospective employer.  
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