
 
 
May 22, 2009 
 
 
To Whom It May Concern: 
 
I am a Project Coordinator at DAVIES Public Affairs, a national public affairs firm providing issues 
management, public affairs and crisis communication support with three specialized industry practice 
groups – Health Care, Real Estate and Energy & Natural Resources.  We have a strong internship program 
pulling from many area colleges and universities.  Acceptance to the internship program is competitive 
and many interns continue on with DAVIES as interns on other teams or are hired as employees.  Melissa 
spent the winter quarter of 2009 as an intern on the DAVIES health care team, working 15 hours per week 
on various projects.  
 
During her time at DAVIES, Melissa was responsible for an array of activities that ranged from research to 
writing.  Melissa came to DAVIES with excellent fundamental communications skills, and during her 12 
weeks, she was able to improve those skills and gain useful insight into the public affairs industry.  
Melissa was very eager to learn more about public affairs and asked thoughtful questions of team 
members in order to make the most of her time at DAVIES.  Some of the projects she successfully 
completed included: 
 

• Research 
o Conducted extensive phone and internet research to develop comprehensive list of 

employers, brokers and community leaders in various cities 
o Conducted extensive phone and internet research for DAVIES community audit process 
o Called major businesses to obtain human resources contact information 

• Writing/Proofing 
o Proofed outreach materials, including letters and reports 

• Direct Mail Outreach 
o Assisted in conducting community outreach mailings, including proofing data, merging 

letters and envelopes and assembling letters 
• Media Pitching 

o Pitched story to papers nationwide regarding DAVIES’s National Payor Survey and 
Employer Survey 

• Database Maintenance 
o Created new contacts and updated constituent information in Complete Campaigns, the 

DAVIES database  
• Team Participation 

o Participated in health care team meetings to discuss the week’s action items and 
strategy for clients 

• Client Service: 
o Created and maintained internal client binders 
o Prepared final binders to send to client with all materials and data used during the 

project  
o Conducted follow-up phone calls to brokers and managed care executive for a client 

meeting 
 

By the end of Melissa’s time with DAVIES, she was able to successfully manage multiple projects with 
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minimal oversight from team members and showed great initiative in working independently.  She was 
willing to offer suggestions and comfortable receiving direction.  Melissa welcomed feedback and 
incorporated that feedback into future projects.  She was eager to assist our team in any way as well as 
contribute to the other DAVIES teams when they had need for her skills.   
 
Melissa was a pleasure to be around – always bringing her positivity and enthusiasm to the office.  Her 
maturity was impressive and she fit in with our office as if she were an employee, not an intern.  Melissa 
is very dedicated and motivated.  She not only held a full class schedule, but also interned 15 hours a 
week at DAVIES and held a part-time job.  Her ability to succeed in all areas shows she is able to manage 
her time well.  She is eager to take on new work and the responsibilities associated with them, and she 
completes each project by going above and beyond what is expected of her. 
 
 Above all, I am impressed with Melissa’s ability to pay attention to the details while still grasping the big 
picture.  When given a new project Melissa was able to complete a single part of the larger project and 
still understand how that part was crucial to the project as a whole.  This was especially helpful in 
completing research projects because she was able to condense a lot of information down to a short 
report containing only the essential bits of information that were most relevant to the project.   
 
Melissa’s time with us was well spent.  She gained insight into the public affairs industry, experienced 
working in a fast-paced firm, and learned the demands associated with a high-pressure, results oriented 
company, preparing her to enter the work environment with realistic expectations and the capacity for 
performing.  Melissa obtained hands-on experience in grassroots communications and the processes in 
which to build community support to win controversial issues and this will carry over into her future 
career.  
 
I have no doubt Melissa will be an asset to future employers.  She brings a unique combination of 
enthusiasm, creativity and professionalism that that will add value to any company.  DAVIES is grateful 
for Melissa’s time here and wishes her the very best in the future. 
 
Sincerely,  
 
 
 
Elizabeth Musson 
Project Coordinator 
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