
MEMO 
 
TO:  Paul Kellermann 
FROM:  Erin Judgment 
DATE:  2/1/02 
SUBJECT:  Job Application Packet 
 
 
This memo will explain the choices I made when preparing my resume and cover letter for an 
environmental policy analyst position at Booz⏐Allen⏐Hamilton.  My audience analysis section 
will describe the background of Booz⏐Allen⏐Hamilton and highlight some of the pertinent 
qualities that they would like their employees to embody.  This section will also identify my 
intended audience and how I came in contact with her.  The job description section will outline 
the specific details of the environmental policy analyst position.  And finally, the rhetorical 
analysis section will point out the style decisions that I made as I tailored my resume and cover 
letter to this company and position. 
 
Audience Analysis:  Booz⏐Allen⏐Hamilton  
The Booz⏐Allen⏐Hamilton Corporation is a private management strategy and technology 
consulting firm that services government and international corporations worldwide.  The 
corporate headquarters are located in McLean, Virginia, but branch offices all located throughout 
the U.S. and worldwide.  Their consulting services focus around the areas of defense, national 
security, telecommunications and information technology, environment and energy, 
transportation and space, civil programs, and international projects.       
 
The corporate culture of Booz⏐Allen⏐Hamilton is centered on professionalism, excellence, and 
teamwork, among other things.  They are serious about providing friendly, proficient customer 
service that produces solid results.  The corporation prides itself on its long history of corporate 
social responsibility that helps shape communities around the world.     
 
My specified audience is Ms. Kristen Brush.  Ms. Brush is a 1997 graduate of the Pennsylvania 
State University.  As a recruiter for Booz⏐Allen⏐Hamilton’s corporate office, Ms. Brush took 
the liberty of contacting the undergraduate coordinator of the Environmental and Renewable 
Resource Economics, Stephen Smith, via e-mail.  Her e-mail was then forwarded to me because I 
will be graduating this spring semester.  I will contact her directly because of her recruitment 
position and alumni ties to the Pennsylvania State University. 
 
Job Description:  Environmental Policy Analyst 

The position of an environmental policy analyst is an entry-level consultant position.  As an 
analyst, you will work directly with the Environmental Protection Agency’s RCRA, Superfund 
and EPCRA regulatory compliance call center.  Initially, the job will include rigorous training in 
EPA regulations including hazardous waste (RCRA), emergency planning and community-right-
to-know (EPCRA), risk management planning, oil pollution prevention (SPCC/FRP), and the 
Superfund program (CERCLA).      
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They describe the ideal candidate as a Bachelor of Arts or Bachelor of Science graduate with a 
strong academic background.  They will only accept those candidates that have attained a GPA 
of 3.0 or above.  Coursework in environmental policy, environmental science, chemistry, 
biology, or engineering is desired.  The candidate should also possess at least six months of 
environmental and/or customer service work experience, including internships or volunteer 
work. 

Rhetorical Analysis  

I chose to format my resume and cover letter in such a way that I felt coincided with the 
corporate professionalism that Booz⏐Allen⏐Hamilton represents.  My aim was to impress my 
qualifications upon my intended audience, Ms. Kristen Brush, in order to meet with her 
personally for an interview. 
 
For my resume and cover letter I chose a very concise, organized layout that draws attention to 
my highlighted qualifications.  Specifically, on my resume, I wanted to highlight my name, 
followed by my education, experience, relevant coursework, and leadership experience and 
activities.  My name is centered at the top of the page in bold face font in order to set it apart 
from the rest of the resume.  I choose to keep the font the same throughout my resume to show a 
sense of uniformity.  I then put my address information directly below my name in order to show 
my audience how to get in contact with me.  Next, I created three separate sections that I felt 
reflected my best qualifications.  The order of these sections – education, experience, relevant 
coursework, and leadership experiences and activities – is very important.  This order is later 
followed in my cover letter as I further explain those sections in the same order.  My intent was 
to show my organization and sense of continuity between documents.   
 
It was my intent to have equal weight placed on each section of my resume.  Later, in my cover 
letter I address each section and the most pertinent attributes for the environmental policy analyst 
position.  In my experience section I highlighted my two main internship experiences.  I chose to 
have equal amounts of bullets under each internship position in order to show that I feel each 
position was equally important.  In the cover letter I address my balanced experience gained 
from each internship.  I chose to include a relevant coursework section because the position 
announcement specifically addressed some of the topics that I have covered in my academic 
career.  I elaborate upon that further in my cover letter to indicate how the relevant coursework 
section ties in with the position requirements.  Finally, my leadership experience and activities 
section is addressed.  This section is meant to show my ability to balance many extra curricular 
leadership activities with my academic career.  In my cover letter I expand upon two of the most 
important positions held, those being my UPAC sub-chair and Environmental Economics Club 
president positions.  The duties of these positions correlate with some of the specific candidate 
requirements outlined in the job position. 
 
I plan on sending this resume and cover letter to Ms. Brush directly in order to begin my job 
search.  For this reason I have concluded my cover letter with a request for further contact 
regarding the environmental analyst position.  I concluded by reiterating my phone number and 
e-mail address for easy contact purposes. 
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My job application packet is designed to fit well with the requirements of becoming a 
Booz⏐Allen⏐Hamilton employee.  But, before I begin my climb up the corporate ladder I submit 
this memo, in addition to the resume and cover letter, to best explain the style choices I made 
along the way.   


	Audience Analysis:  Booz(Allen(Hamilton 

