Assignment: Writing an Email

Scenario: You are the HR Manager of an International Writing & Editing Company; a company that promotes itself through online marketing.  Your main focus, throughout your tenure, has been the hiring of qualified freelance editors and writers who perform the services you offer (writing, editing, proofreading, copy writers, and ghost writing) to academic, professional, and business clients.  The president of the company has asked you to provide a breakdown of all freelancers, by their skill sets and primary marketing services; as well supply a short evaluation of what areas of service are not being utilized, and which areas are profitable, (include a brief explanation if possible), and report back to him, via email, in two business days.

Your Task: Write an email to the president providing him with the information he has requested, by the deadline he has indicated.

Note: While the details of the scenario cannot be changed, you are free to make up the company name, your name, and the president’s name. 

Format: Email

Tone: Professional

Length: To be decided by the format and style of document.

Mechanics: 12 pt font; New Times Roman or Arial; Single-spaced.

