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Part 2

March 15 2000

Mr. Phillip Crenshaw Personnel Director
ABC Manufacturing

4909 Gen. Bradley NE

Albuquerque NM 87111

Dear Mr. Crenshaw

May I have an interview with you to discuss your work in
personnel as well as any new directions you see developing in the

personnel field

I am gathering information for an article I am writing on

students graduation job prospects and future developments in
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personnel. The article will appear in the local section of the
Kansas City Star. 1 would very much like your input for my ar-

ticle.

I am especially interested in what is taking place in manufac-
turing companies such as ABC. As a college senior 1 will gradu-
ate from Kansas University the end of May with a degree in hu-
man resources and business communication. I feel that my educa-
tion and summer activities writing news releases for the regional
YMCA and developing skill programs for YMCA employees will

qualify me in the future for a trainee position in personnel.

I will call your office next Wednesday morning for an ap-
pointment time that is convenient. My interview should not take

more than 30 minutes.
Sincerely

Marion L. Thomas

2000 3 15

4909

87111
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November 10 2000

Mr. Robert J. Hunter

Director Internal Communications
United Telephone Inc.

P.O. Box 3245

Winston Salem NC 27106

Dear Mr. Hunter

John Stewart your director of public relations told me that
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you were looking for a communication specialist. 1 am a recent
graduate of Richmond University and would like the opportunity
to talk with you about the position.

My degree is in journalism and my intern work during my
senior year was on the community desk at the Kansas City Star.
The summer of 1999 [ assisted the editor of the St.Joseph Hospi-
tal newsletter and was responsible for writing the articles and tak-

ing pictures.

May I have an appointment to discuss my qualifications and
my interest in working with you as a communication specialist [
will call your office Wednesday morning for a time that is conve-

nient for you.
Sincerely

Joan Eldon Williams

2000 11 10

3245

27106
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12 February 2000

Ms. Huang Haifeng

Manager Personnel Department
IM Com. Inc.

216 Anxi Road

Shanghai 200037

Dear Ms. Huang

I am interested in applying for a position as an electronic en-
gineer at IM Com. I found the position advertised at the place-
ment office at Wuhan University. I will graduate in June with a

degree in electronical engineering and hope to start my career at



