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To Whom it May Concern:

I am an established Technical Writer with a passion for creating elegant technical documents and streamlining business processes. 

My analytical skills and experience in several trades enable me to work swiftly and adapt to changing priorities. I manage multiple efforts within deadline.

During my tenure, I’ve conducted requirements analyses, researched solutions, and provided optimal recommendations to the Government client. As an Action Officer in the Pentagon's Joint Staff Policy and Governance branch, I successfully coordinated "Actions" to ensure seamless completion of concurrent small projects within timelines.

[bookmark: _Hlk37239430]I take pride in the following strengths, excelling at:
· Identifying needs 
· Producing technical documentation from scratch 
· Collaborating with others to deliver results promptly 
I am eager to discuss my background and am confident that my skill set will prove beneficial to your team.

Thank you for your consideration!

Sincerely,
[image: C:\Users\AlienMike\Downloads\ideas\Signature.png]
Michael Spencer Balensiefer 
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APTITUDE ASSESSMENT

I. Performance on Tasks

The table below reports the humber of correct answers and the number of questions you attempted in each
assessment task.

Task Correct Attempted
Object Identification 22 23
Abstract Shape Matching 19 22
Clerical Matching 21 21
Pattern Visualization 21 30
Computation 26 26
Numerical Reasoning 20 22
Word Meanings 25 25

I1. Aptitude Profile

The table below reports and graphically displays your aptitudes as standard scores and as percentile scores.
Both types of scores involve the comparison of your performance against the performance of other adults.

An aptitude score of 100 is exactly average. Scores between 80 and 120 can be thought of as “in the
average range.” Percentile (%tile) scores report the percentage of people who score below you. The graph
displays your relative strengths. Different combinations of aptitudes (listed on the left) are important in
different Work Groups.

Aptitude Score  Ytile | Average Range |
General Learning 127 o1 _
Verbal Aptitude 15 77
Numerical Aptitude 135 96 _
Spatial Aptitude 127 o1 |
Form Perception 133 95 e
Clerical Perception 150 99 | —
Motor Coordination 100 50 (IR
Finger Dexterity 100 50
Manual Dexterity 100 50 TN
The ability to perceive pertinent detail in verbal or tabular material; ability to Proofread manuscri.pts for | Clerical Matching
Clerical |observe differences in copy, to proofread words and numbers, and to avoid typographical errors; keep
Perception |perceptual errors in arithmetic computation. inventory records; sort
Q Examples mail according to zip code;
Check work orders and specifications for errors. operate a cash register.
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