	Job Details 


	 Company Information:


	Company Name:
	FDIC

	Company Web Address:
	www.fdic.gov

	Company Description:
	Not Reported

	Contact Location:
	Arlington, VA


	 Job Information:


	Job Title:
	Year round Internship

	Job Description:
	We are seeking to fill numerous positions which may involve one or more of the duties listed below: Researching the latest information technologies. Developing skills in analyzing new technolgy. Researching and evaluating PC software and operating systems. Testing potential products. Preparing reports using Microsoft Office. Assisting clients in the use of standard Microsoft applications. Developing and maintaing web pages and web-based applications. Developing applications including requirements analysis, system design, software development, testing and implementation. Troubleshooting hardware and software configuration problems. US Citizenship is required. Pay is dependant upon educational background and/or experience.

	Job Openings:
	1

	Job Region:
	Not Reported

	Job Type:
	Full Time 

	Wage:
	$26,000.00 (Salary)

	E-mail Resumes to:
	Unavailable


	 School Information:


	Co-op Section:
	NA

	School Semester-Year:
	Summer Semester - 2002

	Employment Type:
	Internship


	 Job Requirements:


	GPA:
	3.00 (minimum)

	Major:
	Information Systems Management - IFSM


	 Job Preferences:


	Minimum Experience:
	0 Years

	Type of Industry:
	Unknown 

	Skills:
	Microsoft Office 2000
Microsoft Office 5.0
Microsoft Office 97

	Personal Qualities:
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999 Via Dolorosa
Arnold, MD 21012

September 7, 2002

Mr. John Malmsteen

Manager, Personnel Services Branch
Federal Deposit Insurance Corporation

Personnel Services Branch
550 17th Street, NW 
Room PA-1730-5007 
Washington, DC 20429

Dear Mr. Malmsteen:

I am sending my resume in response to your announcement through the University of Maryland, Baltimore County’s (U.M.B.C.) Shriver Center for an Information Systems intern.  The F.D.I.C. is a historic and well-respected corporation and, thus, needs someone who is qualified for the job.  I am a Junior working toward a B.S. in Information Systems with a minor in Computer Science.  I will be graduating in December of 2003.  I have a 3.31 GPA on a 4-point scale.  I made the Dean’s List in the Fall of 2001 and in the Spring of 2002.

The courses I have taken at U.M.B.C. that have given me the skills included in the job description are:  Systems Analysis Methods, Database Program Development, Advanced Database Concepts, GUI Systems Using Java, C Programming, C++ Programming, and Software and Hardware Concepts.  In Systems Analysis Methods, we researched and analyzed new technologies.  We analyzed the structure of a real business (Gerben’s Lawn Service) and designed an efficiency proposal.  We then automated the business’s accounting by choosing an appropriate computer, accounting program, and scheduling program. 

In Database Program Development, we designed a database and user interface in Microsoft Access, which schedules times for programmers to test software for an imaginary software company. In GUI Systems Using Java, we developed a web page using Java Script that includes a list box, a scroll bar image, a bar graph, and a request information form. (http://userpages.umbc.edu/~rlyle1/ifsm413c/MainProgram.html).  In C++ Programming, we wrote a game program where the computer asks a series of yes or no questions to determine an animal the user has in mind. As the game is played, through the use of recursive functions, the computer builds a knowledge base of questions and animals through user input.  
Thank you for considering me for this internship.  I believe my qualifications meet your needs and would very much appreciate an interview.  I can be reached by email at fmcphe@umbc.edu or cell phone at (443) 555-5505.  If I’m unavailable, please leave a message and I will get back to you right away.  I look forward to this opportunity with great anticipation.

Sincerely,

Fergus McPherson
encl: résumé

999 Via Dolorosa
Arnold, MD 21012

September 10, 2002

Mr. John Malmsteen

Manager, Personnel Services Branch
Federal Deposit Insurance Corporation

Personnel Services Branch
550 17th Street, NW 
Room PA-1730-5007 
Washington, DC 20429

Dear Mr. Malmsteen:

Thank you for choosing me.  It is an honor to accept the internship offered by your company.

I am available for a meeting and medical exam at any time other than 12:00 p.m. to 5:00 p.m. on Tuesdays and Thursdays.  I am currently brushing up on my Java and C++ programming skills so I will be ready to design as soon as I begin.

I look forward to working with a branch of my government of which I can truly be proud, and assisting with your goal to maintain stability and public confidence in our nation's financial system.
Sincerely,

Fergus McPherson
AUDIENCE'S IDENTITY & NEEDS

Primary Reader: Mr. John Malmsteen, Manager, Personnel Services Branch
Secondary Reader: Head of Computer Department, President of FDIC
Relationship to Writer: Writing to the person who is in charge of hiring me.  He and the secondary readers are already in the company and I'm not.
The Audience's Intended Use of Document: They will use it to find out if I'm qualified for the job.
Audience's Prior Knowledge About Topic: They know I am a U.S. Citizen, they know I have above a 3.00 GPA, and they know that I am an Information Systems Management major.
Probable Questions Audience Will Have: 

Can you research and analyze new technologies?  

Can you test potential products?
Are you familiar with Microsoft Office and other standard Microsoft applications?  

Can you develop and maintain web pages and web bases applications?  

Can you develop applications including requirements analysis, system design, software development, testing, and implementation?

Can you do troubleshooting for hardware and software configuration problems?
Where and when can you be reached?

Additional Info Audience Needs:  What Projects I have done and how they relate to the job advertisement?  What classes have I taken that relate to the job advertisement?  
AUDIENCE'S PROBABLE ATTITUDE & PERSONALITY

Attitude Toward Topic: Unsure about selecting the right person for the job.
Probable Objections: Don't fit requirements.  Not enough computer skills.  No elaboration on skills.  An unattractive letter format.  Too much flattery.
Probable Attitude Toward Writer: Scrutinizing.  Will possibly be pessimistic and look for something that turns them off.
Person(s) Most Affected by This Document: The president and other high-ranking people who will be paying for me to be trained if hired.  Also, the people I will be directly working with if hired.
Temperament: Not afraid of turning people down.  A feeling of being above all those who are applying.
Probable Reaction to Document: "Not bad, I'm going to have another look at this one."
Who Does the Writer Risk Alienating, and Why?  I might alienate the reader if the reader is looking for an attractive young lady to hire, or if the reader is in disagreement with something I say.

AUDIENCE'S EXPECTATIONS ABOUT THE DOCUMENT

Reason Document Originated: I need a job and they have an opening.
Acceptable Length: 1 page
Material Important to This Audience: Mention how the job description relates to the projects I did in school.
Most Useful Arrangement: Cover letter and resume, as short as possible. The first paragraph states the purpose, tells how I learned about the job, and summarizes qualifications. The body includes matching experience with job description and giving examples.  The final paragraph asks for interview and tells how I can be reached.  My address goes at the top and the audience address goes right under that.  Resume enclosed.
Tone: Project self-confidence, maturity, and dignity.  Block style.
Intended Effect on This Audience: "This guy sounds like he fits the bill.  Let’s grant him an interview."


	Objective
	To gain work experience which will help prepare me for my future career in the Information Systems field

	Education
	University of Maryland, Baltimore County
   Baltimore, MD

Major: Information Systems

Minor: Computer Science

GPA: 3.31/4.0 scale

Date of Graduation: December 2003

	Relevant coursework
	Systems Analysis Methods, Introduction to Management Science, Software and Hardware Concepts, Database Program Development, Advanced Database Concepts, Data Communications & Networks, Local Area Network Management I, C Programming, C++ Programming, GUI Systems Using Java

	Computer Skills
	Software: Microsoft Excel, Microsoft Word, Microsoft Power Point, and Microsoft Access

Operating Systems: Windows 2000/NT, Linux, UNIX, and Mac OS

Languages: C/C++, Visual Basic, Java, Oracle, SQL, PL/SQL, XML, and HTML

	Projects
	Advanced Database Concepts - Designed a database in SQL for an imaginary cell phone store.    Also designed a user interface in Oracle for management of the store and data.

Database Program Development - Designed a database and user interface in Microsoft Access      that schedules times for programmers to test software for an imaginary software company.  

Systems Analysis Methods - Analyzed the structure of a real business and designed an efficiency proposal.  Automated accounting by choosing an appropriate computer, accounting program, and scheduling program; and completed a cost construct and analysis.

Computer Science II - Wrote a game program in C++ where the computer asks a series of yes or      no questions to determine an animal the user has in mind.  As the game is played, through the use of recursive functions, the computer builds a knowledge base of questions and animals.

	Experience
	June 2001 – Aug. 2001               Michael Design Build                   Edgewater, MD

Assistant

Construction work

Electrical, plumbing, insulation, and dry wall installation

	
	June 2000 – Aug. 2000              Boston Market                               Severna Park, MD

Server, Cashier

Provided customer service

Reconciled daily cash transactions

	
	April 1999 – Feb. 2000
        Crown Theaters Harbor 9              Annapolis, MD

Senior Staff

Managed/trained new employees

Showed them how to usher, work the box office, work concessions, and work the door

	Academic Honors/Awards
	Spring 2001 - Semester Academic Honors
Fall 2001 - Semester Academic Honors, Dean's List

Spring 2002 - Semester Academic Honors, Dean's List

	999 Via Dolorosa
Arnold, MD 21012
	(443) 555-5505

fmcphe1@gl.umbc.edu


            Fergus McPherson



