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Phone Number of Requestor: 61735
Comments:

WAVES APPOINTMENT NUMBER: U00132
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Access Control Officer answering your call.
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CARLIN, JOHN 08/03/40
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Press RETURN to continue, GOLD MENU for options or EXIT to cancel
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August 2, 1995

Mr. Phil Caplan
Deputy Staff Secretary
Ground Floor, West Wing
The White House

Dear Phil:

Thank you for your phone call yesterday. I enjoyed learning about the opportunity in

your office and wanted to express my strong interest in pursuing it. Accordingly, enclosed is

my resume for your review.

The position you described sounds very interesting and appears to be an excellent
match with my skills and experience. As you will note, I have worked for the past three years
in administrative positions for EPA and the DSCC. My current position at EPA has provided
me with an unusual level of senior exposure, including responsibility for briefing the
Administrator, acting as surrogate at Agency meetings and assisting in the management of a
45-member staff.

One ofmy principal roles at EPA is not only to draft briefs on all Congressional matters
for the Administrator, but also to assess, filter and edit related materials to ensure
their comprehensiveness, lucidity and brevity. I serve as an advisor to EPA staff, from both a

political and substantive standpoint, on the Administrator's briefing needs, and I act as a
conduit of feedback from the Administrator to the staff. Additionally, ]I am responsible for
ensuring that the Administrator's briefing books contain all the necessary political information
for her local meetings as well as her travel.

I have brought to my job at EPA strong analytical, organizational, and writing skills
and sound political judgement. While here, I have honed those skills and demonstrated the

ability to excel under pressure. My experience at EPA has been fulfilling and has prepared me
well to assume a greater level of responsibility. I am very excited about this opportunity and
look forward to talking with you further about it. I appreciate your time and consideration.

> S\\ eC
Sincerely,

4°
artha Woffor
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Martha L. Wofford>

1450 Florida Ave, N.W., Washington D.C. 20009
(W) 202/260-5191 (H) 202/387-8134

PROFESSIONAL EXPERIENCE

U.S. Environmental Protection Agency, SpecialAssistant to the Associate Administratorfor
Congressional & Legislative Affairs, Washington, D.C., February 1993 - Present.
Responsible for assisting in the management of forty-five member staff, assisting reorganization of
that staff, drafting and reviewing office budget, and acting as surrogate for Associate
Administrator in senior-level Agency meetings. Responsible for preparing the Administrator for
Congressional meetings and phone calls. Principal point of contact with White House offices for
Congressional hearing testimony, Presidential correspondence, and political travel. Responsible
for coordinating political aspects of Administrator's travel, including notification and briefing.
Congressional liaison for American Indian issues.

Citizens for SenatorWofford, Advance & Field Staffer, Philadelphia, PA, Fall 1994.
Responsible for briefing and staffing the Senator, and for planning and advancing events on
Senate re-election campaign. Point of contact for Northeast Philadelphia Ward Leaders.
FundRaiser. Philadelphia, PA, Fall 1991. Acted as fund raiser for successful Senate campaign.
Made high-dollar solicitations and participated in get out the vote (GOTV) activities.

Democratic Senatorial Campaign Committee, Executive Assistant, Washington, D.C., 1992-93.
Responsible for the daily tracking of contributions related to Democratic Senatorial candidates.
Drafted letters, memos and event schedules and assisted both the Executive Director, and the
Deputy Executive Director.

Students for Innelli (Innelli for Congress), Chairperson, Swarthmore, PA, Spring 1992.
Chaired five-college student political organization to promote Congressional candidate.
Coordinated GOTV activities, accompanied candidate to events and designed campaign literature.

International Data Corporation,Market Researcher, Framingham, MA, Summer 1987.
Researched American firms' computing needs for major computer magazine publisher.

EDUCATION

Swarthmore College, Swarthmore, PA. Bachelor ofArts in History, June 1992. Focus on American
history and on the history ofNationalism.
¢ Lacrosse: All-American, NCAA All-star, Regional Player of the Year.
4 Outstanding Woman Athlete of the Class of 1992.
4 Captain: Varsity soccer, basketball, and lacrosse teams.

Swarthmore College Dean's Office, Resident Assistant, Swarthmore, PA, 1990-91, 1991-92.
Liaison between Dean's office and students. Counseled students in academic and personal
matters. Intervened in crisis situations.

Working knowledge ofWordPerfect, Microsoft Word, MacWrite, and Legislate.
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