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August 13, 2009
To Whom It May Concern:

I am writing on behalf of Ms. Janel DePew, who is applying for the open position of Executive Secretary to the Provost.

Ms. DePew was hired in 2006 to work the School of Education and Human Services.  In this role, she is responsible for creating and updating all program information for the Office of the Dean, Education Department, Early Childhood Education Department and Social Work Department. She is also responsible for updating our departmental webpages.
As Staff Supervisor for the School of Education and Human Services, I have had the opportunity to observe Ms. DePew’s working relationships with students, faculty and staff.  Ms. DePew cares very deeply about our students and has suggested ways in which we need to change our procedures so that we are more “student friendly”.  

Ms. DePew is extremely detail oriented.  She produces high quality, accurate work without the need for constant supervision.  She is a highly motivated employee.  
If you require further information, please do not hesitate to contact me at 810-766-6878 or by e-mail at beulaha@umich.edu

Sincerely,

Beulah A. Alexander

Executive Secretary to the Dean and Staff Supervisor
