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Memo

To:
Rachel Fay
From:
Jeff Smith
Date:
October 28, 2006
Re:
MarketPlus™ Project Manager Position
I have contacted LeaderShip Inc. Recruitment Services about hiring a new project manager for our account. They will be sending the names and résumés for all applicants to you.
After you have received the information from LeaderShip Inc. Recruitment Services, please review the résumés and select the top three applicants for the position. Please indicate each applicant’s name, address, phone number, education, and the name of the organization they currently work for. Also indicate the specific strengths of each applicant.
Please forward this information and the résumés of all three applicants to me after you have made your selection.
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