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JS HOUSE OF'‘REPRESENTATIVES
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actions or changes

To the Clerk of the House of Representatives

I hereby authorize the following payroll action

Employee Name (First-Middie-Last) Effective Date
Carole Hansen^Amato J) [^>b<October 1976

Employee Social Security Number Type of Action

JFK Act 5 (cj) (2) (D) S Appointment

Employing Office or Committee □ Salary Ad|ustment

Select Committee on Assassinations
[2] Termination (At close of business on ef-ec*’ve dc»e)

(If type of action is an Appointment or Salary Adjustment, complete the following information )

(If Committee Employee, complete appropriate item below)

Position Title c- / 4 Jy1 Gross Annual Salary

Secretary $16,000

1 □ Standing Committee Staff—QU Clerical or Q Professional

2 0 Special or Select Committee Authority —H Res 15.4.0__ of94th_Congress

3 □ Joint Committee 
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dTirn»sr-ar on'

Office of Finance use only X
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<4 RESUME

Carolyn (Cai ole) V. Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone 931-3669 Office Phone: 225-4801

PERSONAL DATA•

Date of Birth: June 12, 1941 Health: Excellent Marital Status. Married

EDUCATION

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS:

Typing Speed 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate- dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE-

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES- Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents' 
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was m charge of all the work for that group, 

s which included keeping the members posted on subjects of
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others Out of a staff of 11, 
I was one of three people who had "Capitol Hill" 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape (this was 
Mr. Davis’ and my favorite part of the week), duplicated 
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the tape and distributed it to all radio stations m the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents, military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.



RESUME

Carolyn (Caiole) V Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone 931-3669 Office Phone 225-4801

PERSONAL DATA

Date of Birth June 12, 1941 Health Excellent Marital Status: Married

EDUCATION:

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS

Typing Speed: 100 wpm Shorthand Speed 110 wpm

Office equipment that I can operate- dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala.
DUTIES Answer all of the legislative mail, including 
research, compose and type letters m final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky.
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents' 
mail; dealt with state, local and federal government 
officials m person, over the phone and by mail, Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 

' interest to them, setting up meetings, arranging for
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had "Capitol Hill" 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES' Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly-radio tape(this was 
Mr. Davis' and my favorite part of the week), duplicated 
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the tape and distributed it to all radio stations m the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House 'and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W. , Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence, took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.



!

AMATO 
COMMITTEE STAFF

1 October 7, 1976

Honorable Dawson Mathis 
236 Cannon House Building 
Washington# D. C. 20515
Dear Dawsons

Thanks so much for your letter endorse” 
ing Carole Amato for a position on the House 
Select Committee on Assassinations. Your inter­
est in the formulation of the committee staff is 
appreciated.

Dawson# as you may be aware# owing to 
Carolers great qualifications# she has been 
selected to join the staff of the committee.

Again# thanks so much for your interest# 
and with kind regards;

Sincerely#

®hcmas K. Doming ’ ’
Chairman, Select Committee 
on Assassinations

!NW 68261 Oocld:32243266 PageS



/DAWSON MATHIS
2nd District Georgia

OFFICE ADDRESS 
236 Cannon House Office Building 

Washington, D C 20S1S 
Tel (Code 202) 225-3631

DISTRICT OFFICE 
City-County Government Building 

225 Pine Avenue 
Albany Georgia 31701 
Tel (Code 912) 439-8067

Consresisi of tfje ®nfteb States 
House of Kepresentatibesi 

2®a£tfjington, M. 20515

September 30, 1976

BAKER 
BERRIEN 
BROOKS 
CALHOUN 
CLAY 
COLQUITT 
COOK 
CRISP 
DECATUR 
DOUGHERTY 
EARLY 
GRADY 
LANIER 
LEE

LOWNDES 
MILLER 
MITCHELL 
QUITMAN 
RANDOLPH 
SEMINOLE 
STEWART 
TERRELL 
THOMAS 
TIFT 
TURNER 
WEBSTER 
WORTH

Honorable Thomas N. Downing, Chairman 
Select Committee on Assassinations 
2135 Rayburn House Office Building 
Washington, D. C.

Dear Tom:

I am pleased to have the opportunity to recommend 
Carole Hansen Amato for a position on the Select Committee 
on Assassinations.

I have known Carole since I came to Congress in 
1971. She was a member of Congressman John Davis’ staff 
for seven years and was highly valued by him. Since that 
time she has held an executive position with Congressman 
Carroll Hubbard and presently works as the legislative 
secretary to Congressman Bob Jones.

During her nine years on Capitol Hill, Carole has 
repeatedly proven herself as a reliable and competent 
worker. She has shown excellent abilities as executive 
secretary, press assistant and in a legislative capacity. 
I recommend her highly.

If you should need additional information about 
Carole, please let me know.

With best regards, I am

Suhcerely,

' Dawson Mathis, M. C.

DM:lr2

T
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. RESUME A/'yy'

Carolyn (Carole) V. Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

. EDUCATION: •

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS:

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE: /-

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. ' 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

. \ etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 

.s which included keeping the members posted on subjects of
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 — Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga. 
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis’ and my favorite part of the week), duplicated

NW 68261
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail;•compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.

NW 68261



' RESUME

Carolyn (Carole) V. Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Marri

EDUCATION: .

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
7 Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: .

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE:

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents1 
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 

\ which included keeping the members posted on subjects of
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I setup the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga. 
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis1 and my favorite part of the week), duplicated

NW 68261 '
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<<

Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the-management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.



. .■‘i > 'jX ' <' ■RESUME

Carolyn (Carole) V. Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

■ EDUCATION:

- Graduated from Athens High School, Athens, Georgia - CommercialCourse

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: ... ' A .1^.

Typing Speed: 100 wpm Shorthand Speed: 110 wpm > '

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE:

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. i 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U.S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents’ 
mail; dealt with state, local and federal government 
officials in person, over the phone and by mailCongress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 1.1, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga. 
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape (this was 
Mr. Davis’ and my favorite part of the week), duplicated

NV” 68261 ■ ■/ /■■'V?. .
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the tape and distributed it to all radio stations in the 
• Seventh District; wrote and recorded grant announcements

in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Feb. 1963 - Nov. 1967 Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C. 
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Feb. 1962 - Feb. 1963 Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C. 
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the-management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

July 1960 - Feb. 1962 Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

May 1959 - July 1960 Secretary for Mr. Robert Morgan, Manager, Ryder Truck
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.

MW 68261
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RESUME . ■

Carolyn (Carole) V. Bansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION:

- Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS:

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE: ; .

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

. etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had "Capitol Hill” 
experience and was responsible for helping to setup the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail;•compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.

NW 68261



■ RESUME

Carolyn (Carole) V. Ransen Amato ,
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA: .

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

/ EDUCATION:

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: ■■■/<'I.

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph'machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE:

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

. etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government

_ officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape (this was 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 -Nov. 1967

Feb. 1962 -Feb. 1963

July 1960 - Feb. 1962

May 1959 — July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the■management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.



. RESUME '

Carolyn (Carole) V. Hansen Amato 
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION:

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

. SKILLS: '

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE: '

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

. etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government

I officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to setup the 
office. I setup the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga. 
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street , N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (x-ze operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the-management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly x<rith the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and
2nd Lt. Richard Keshin, U.S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.
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' RESUME

Carolyn (Carole) V. Hansen Amato
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA: .

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION: :£? ■ /S?

Graduated from Athens High School, Athens, Georgia - Commercial Course 

Stenotype Institute of Washington, D. G.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS:

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE:

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

. etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 

s which included keeping the members posted on subjects of
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had "Capitol Hill" 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape (this vzas 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary fqr Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the-management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.
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■ RESUME

Carolyn (Carole) V. Hansen Amato 
j 4201 South 31st Street, Apartment 317
: Arlington, Virginia 22206

■ Home Phone: 931-3669 Office Phone: 225-4801

. PERSONAL DATA:
i ■ ’ ■ ■ A ' . ■ . .. .

; Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

‘ '■ ’ EDUCATION: •• •A-?

i - Graduated from Athens High School, Athens, Georgia - Commercial Course

j Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: \

Typing Speed: 100 wpm Shorthand Speed: 110 wpm;

Office equipment that I can operate: dictaphone, adding machine, hand 
। addressograph machine, mimeograph machine, PBX, IBM Mag Card machine,
i I have also kept a set of books for a trade association for five years.

■ EXPERIENCE:
I . . ■ . ' ' A ' ' . . . ■' I.. z \ / A /
j May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala.
1 DUTIES: Answer all of the legislative mail, including

research, compose and type letters in final form. Pre-
. .. pare daily legislative summary for Congressman Jones.

Also write press releases of grant announcements.

' Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 

i projects, water and sewer projects, community projects,
i etc. researched, composed and typed responses to constituents'

mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman . . 
Class, and I was in charge of all the work for that group, 

i / which included keeping the members posted on subjects of
i interest to them, setting up meetings, arranging for

meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11,

; I was one of three people who had ’’Capitol Hill”
; experience and was responsible for helping to set up the
j office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
; DUTIES: Wrote weekly newspaper column; interviewed
i Congressman Davis for the weekly radio tape(this was
1 Mr. Davis’ and my favorite part of the week), duplicated
1; . . . ■ ■ ; .... .. ...'
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.
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Carolyn (Carole) V. Hansen Amato 
4201 South 31st. Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA:

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION: -

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: \

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE: i

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents’ 
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I setup the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail;•compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the■management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.
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RESUME

Carolyn (Carole) V. Hansen Amato
4201 South 31st Street, Apartment 317
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone 225-4801

PERSONAL DATA: // M

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION:

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS : ;

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. 
I have also kept a set of books for a trade association for five years.

EXPERIENCE:

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala. 
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 
etc. researched, composed and typed responses to constituents’ 
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman ; <
Class, and I was in charge of all the work for that group, 
which included keeping the members posted on subjects of 
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had "Capitol Hill" 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape(this was 
Mr. Davis’ and my favorite part of the week), duplicated
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the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.



' RESUME r..;

Carolyn (Carole) V. Hansen Amato
4201 South 31st Street, Apartment 317 
Arlington, Virginia 22206

Home Phone: 931-3669 Office Phone: 225-4801

PERSONAL DATA: • • /'

Date of Birth: June 12, 1941 Health: Excellent Marital Status: Married

EDUCATION:

Graduated from Athens High School, Athens, Georgia - Commercial Course

Stenotype Institute of Washington, D. C.
Attained 150 words per minute on the stenotype machine.

Northern Virginia Community College, Alexandria, Virginia. 
Studied English, American Government and journalism, and earned 12 credits. 
I plan to take additional writing courses in the fall.

SKILLS: ■ ■■

Typing Speed: 100 wpm Shorthand Speed: 110 wpm

Office equipment that I can operate: dictaphone, adding machine, hand 
addressograph machine, mimeograph machine, PBX, IBM Mag Card machine. .
I have also kept a set of books for a trade association for five years.

EXPERIENCE: ' ■

May 15, 1975 - Present Assistant Legislative Aide to Congressman Bob Jones, Ala.
DUTIES: Answer all of the legislative mail, including 
research, compose and type letters in final form. Pre­
pare daily legislative summary for Congressman Jones. 
Also write press releases of grant announcements.

Jan. 3 - May 15, 1975 Executive Assistant to Congressman Carroll Hubbard, Ky. 
DUTIES: Handled all project work for the First District 
of Kentucky, which included U. S. Army Corps of Engineers 
projects, water and sewer projects, community projects, 

, etc. researched, composed and typed responses to constituents’
mail; dealt with state, local and federal government 
officials in person, over the phone and by mail; Congress­
man Hubbard was Chairman of the 94th Democratic Freshman 
Class, and I was in charge of all the work for that group, 

x which included keeping the members posted on subjects of
interest to them, setting up meetings, arranging for 
meeting rooms, press coverage, briefings and meetings with 
government officials and others. Out of a staff of 11, 
I was one of three people who had ’’Capitol Hill” 
experience and was responsible for helping to set up the 
office. I set up the complete filing system for the office.

Nov. 1967 - Jan. 2, 1975 Press Secretary to Congressman John W. Davis, Ga.
DUTIES: Wrote weekly newspaper column; interviewed 
Congressman Davis for the weekly radio tape (this was 
Mr. Davis’ and my favorite part of the week), duplicated
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Feb. 1963 - Nov. 1967

Feb. 1962 - Feb. 1963

July 1960 - Feb. 1962

May 1959 - July 1960

the tape and distributed it to all radio stations in the 
Seventh District; wrote and recorded grant announcements 
in my voice to be broadcast on the radio; wrote and edited 
statements for presentation to House and Senate Committees; 
responsible for contact with newspaper, radio and T. V. 
reporters; read District newspapers and clipped to maintain 
a knowledge of events in the District.

Secretary to Mr. John Marshall, Executive Vice President 
National Association of Dairy Equipment Manufacturers, 
1012 14th Street, N. W., Washington, D. C.
DUTIES: Opened and sorted the mail; compiled and typed 
industry statistical reports; took dictation; answered 
correspondence; kept two sets of books (we operated two 
trade associations); arranged for membership meetings 
throughout the country; made appointments and travel 
arrangements for Mr. Marshall; and handled purchasing for 
office supplies and equipment.

Promotional Secretary for Mr. Leland M. Biggs at the 
National Rural Electric Cooperative Association, 
2000 Florida Avenue, N. W., Washington, D. C.
DUTIES: Correspondence; typed news releases; took 
dictation; operated a dictaphone machine for material 
which the-management consultants in the department had 
dictated for manuals; promoted seminars and workshops 
available to members of the association, designed art work 
and brochures; handled registration and fees; typed manuals 
and acted as hostess for these seminars and workshops; 
corresponded regularly with the members; and maintained 
mailing list of the membership.

Legal Secretary for Capt. Paul A. A. St. Amour and 
2nd Lt. Richard Keshin, U. S. Marine Corps, Quantico, Va. 
DUTIES: Transcribed military court martials; typed 
briefs, wills and other legal documents; military 
correspondence; took dictation concerning military 
investigations.

Secretary for Mr. Robert Morgan, Manager, Ryder Truck 
Lines, 860 King Street, Athens, Georgia.
DUTIES: Typed statistical reports and waybills; took 
dictation; correspondence; operated long-line communi­
cation system connecting our office with the home office 
in Florida to report the day’s operation.
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