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Miss Edith Falk 16 West 77 Street New York City
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Written June 29, 1948 ,

Amalfi Personnel Agency, 15E-.40St.--~ <2.~o3"7 \

Personnel Service Agency, 27William St.jL/^Ä-? Oo-

Written July 20, 1948
J Walter Lowen,420 Lexington Ave. ^t/d« Ä630
iMary Zales,152W-42St. £W3 -io^'
I Castle Hill,2V/est43St # Pf 6>-D/ÊiO
Dorothy E. Halperin,152W-L2St./-0 J> - vCV" 3 o.
Jean Fields, 475Fifth Ave, Wu 7- 33,^-0 7 *v
lExecutive Service Corp,19W-44St. f>) u & - U. a « A
June Hall,7E-42St. /V} 6 ~

I 2. q /

N

Kjûe

, Written July 21, 1948
pars. E,E. Brooke, 41E-42St, MU2-2327.
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JOB areOLIivLSNT CARD

Name gV///i ä. T^Q/.JS Age ,,?£

Address 93S Ma^l/«m /?rcp Phone TTFKVlffiHoae)
vU (Business)

Present Job ~Ptreû. / /Va^V Salary Range

Years in Business Job Wanted

JOB RECORD

Company Address Business position salary Date

&Ai.es âo.

2.

'frulinf- L iSf.-, Wt.

5"

EDVCWÏION

Colley g.Ç.N.y. ~E* fEmyua

High School ^/j4

Degree Major

Diploma Kl y\ l\ £-r ft OU" \~bvi H-ft lUi^



Kinderpension Esther Esselsohn

Berlin-Zehlendorf-West

Torststrasse 21 Tel.H4 42/^2

îraulein Edith Talk war vom 1, Juli 1950

bis 1. August 1931 in meiner Kinderpension als Erzieherin tätig. Im

Laufe dieser Zeit hatte Iräulein lalk die Erziehung der Kinder, gestützt

auf pädagogische Kenntnisse und. Iähigkeiten,in Händen, Sie verstand es in

besonderem Masse auf die Individualität jedes Einzelnen einzugehen und hat

sich dadurch die Liebe und Freundschaft aller Kinder erworben. Bei den

Schularbeiten, Handarbeiten, Spielen u» s, w, war Fräulein Talk eine ver-

ständige Helferin, Auch die Körperpflege hat Iräulein Talk mit viel Liebe

und Gewissenhaftigkeit ausgeführt.

Wegen der schlechten wirtschaftlichen Lage

verlässt Iräulein lalk zu meinem grössten Bedauern meine Kinder pension.

Ich wünsche Iräulein Falk auf Ihrem ferneren Lebenswege auch weiter die

besten Erfolge in Ihrer fruchtbaren erzieherischen Tätigkeit,

gez, Esther Esselsohn,

Berlin - Zehlendorf -West, den 1. August 1951,
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EXECUTIVE SERVICECORPORATION A GC/V C V
A COM^FRE'-IEr/VSIVE D / S C f=f I M I M AT I JV G F>EllRSO!VMEL. S E f=t V / ÇT E-

BERKELEY BUILDING
19 WEST 44TH STREET

TELEPHONE MURRAY HILL 2 -40O0 NEW YORK I8.N.Y.

W. GAIL CAMP

VtCE-PBESIOENT

July 21, 1948

Uiss Edith C. Falk

955 Madison Avenue
New lork £1, New ïork

Dear Ui33 Falk:

I have your letter of July 20th together with resume
enclosed. I suggest that you come in for an interview at
your earliest convenience.

For sometime there has been very little moving in
administrative positions for women. However, we will be
most happy to talk with you in the hope that something will

turn up in the near future.

Very truly yours,

EXECUTIVE SERVICE CORPORATION

PPtAP

Priscilla Putnam, Placement Manager
Women's Commercial Division

our 29th year
of servi ce



nv&s&mah PERSONNEL AGENCY

152 WEST 42ND STREET, NEW YORK 18, N. Y. TELEPHONE CHELSEA 3-6039-6046

July 21, 1948

-." " Edith C.
335 Li me

- '.ss Falk:

In : plj to your letter, if you will cc, : .e

in to see me any morning, or if you 7;ish

to c— in be see .... in the afternoon, please

phone me for __ ar pointment .

1 1 be ...ore thun happy to discuss your

very interest!. -und.

I am looking foi to see :
, du very

- n.

Yours very truly,

. Y E. 7 ' T"" PERS ENCY

SERVING YOU WITH APPLICANTS WHO "THINK'
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STATE OF HEW Y^EK
Department rf Nommer'* e

112 State Street
Albany, Mew Ynrk

Small business Supplement

FÄXCONÄ SALES CO.
935 MADIGON AVENUE

NEW YORK 21, N. Y.

Nc. 19 Mail Order' Business

This supplement is an addition to more general informât inn developed in
the Nov York State snail business program. The program includes publications
in the fields of management aid and business statistics and cooperation with
local groups of businessmen in providing advice and counsel on starting or
jporatint. small businesses. This supplement is for use in conjunction with
other publications and services.

Investment The most important requirement for a mail order bus L ness is

a readily marketable, unusual product or service. Most products sold success-
fully by mail are in the $1 to $3 price range. The initial investment may be
only larse enough to pay for an advertisement and a small steck of the article
that is to be sold. The sales method may be through advertising in current
publications, the type depending en the product or service, or through direct
mail solicitation. In either caso it is wise to proceed slov'ly, testing results
at each step.

Mailing lists may oost anywhere from $3 to $50 per thousand names, depending
on how selective they are. At the start the business may be conducted in one's ovn
home on spare time, with very small overhead costs. A posteffiee box can be used
for a mailing address, although an office building address may help to inspire
confidence of prospective oustomers. One man built up a successful mail order
business on borrowed capital of $5f . Others spend thousands for full page
advertisements in popular periodicals with natien-wide circulation.

Sales Volume If the product is ne«, cales prospects at the beginning will
obviously be uncertain. It is probable that many more mail order ventures foil
than succeed. The business, however, if successful may increase rapidly, .^nd

profits may be used to increase the amount of advertising. Many mail order
businesses have annual sales running into thousands of dollars. One woman sells
six to eight thousand dollars of gift items during the Christmas season alone.
The chief characteristics of a product that will sell by mail are exclusiveness

,

novelty, or low price. Care must be taken net to violate postal and ether l-""s,
lations and practices enforced by the Pest Office Department, Federal Tr

,
;<nd Pure Food and Drug Administration. In addition, it is highly de-

sirable to be familiar with the laws and regulations of the states into which the
product is shipped as well as with practices enforced by Better Busin' 3S Bureaus.
-t, is better to be informed before one starts, than to be faced with an abrupt
curtailment of the business after spending much time and money to develop it.

Qualifications Imagination is the most important qualification req'.iired.
-he ability to recognize a need or market for a product, to find or develop a product
to meet that need, and to originate effective selling methods is the chief essential.

Compet ition If the product will sell by mail successfully, the chief competi-
tion will be from some similr-.r product. Your ability to meet competition will de-
pend on the ;-pneal of your advertisement or letter, the selection of the proper
medium tc reach the people who need your product or service, or the number of poten-
tial customers included in the mailing list. Beginners are advised to employ the
services of an experienced mail order advertising man or agency.



Operations The main e-xenses are for advertising and shipping. The cost
of the product shcv Id be not over 20> of the selling price , or k^, for example,
for a product selling for ?2. Ybv may rpend ps much a = $k per item on adver-
tising at the start to sell a $2 product, but 's sale- Increase the advertising
cost will be spread over more and more itens and the- cost per item reduced. It

is important to keep records of results of advertising and marketing methods
loyed. Use some method of keying to find o- t which publication, advertise-

ment, or circular is the most profitable. Be sure the railing list is a gcod
one, so that your percentage of replies will be at least - nailing of

ters and circulars is wasteful because poor mailing lists are used.

Direct mail methods of advertising may vary in their cost and form from
-r.eCf raphed postcard to an expensive ca+alogue. Advertising in publications
vary from a short classified ad to a full page multi-color spread. Between

these extremes is the type of selling warranted by the product and the resources
of the business. The publication in which advertising is placed or type of

mailing list used depends upon the type of people to vhem you wish tc appeal as

prospective customers. Advertisements in "quality" magazines are likely to be

seen largely by people of medium cr high incomes; in certain "pulps" by tho

with lover incomes. Gone publications, such as those in photography or radio,
are seen by people with special interests. If the product is designed to appeal

to those inters sts, advi-rtising in such publications may be more effective than
in those *>f more general circulation.

Sources of Information Among the sources of information that may bt useful

are the following:

"A Small Business of Your 01-71" by Harold S. Kahn, Knickerbocker Publishing
"ompany, 12C Greenwich, Hew York, New York ($1.CC)

"How to Sell by Mail" by Earle Buckley, McGraw-Hill Publishing Company, Inc.,

330 West k2nd Street, New York, New Ye

Lr< ct Mail Advertising & Selling" by Frank Egner and "alter Roche; Harper &

Brothers, ^9 East 33rd Street, New York, New York

"Successful Mail Selling" by Harold P. Preston, Ronald Press Company,

15 East 26th Street, New York, New York ($3.0C)

"Advertising & Selling" Robbins Publishing Company, 9 East 38th Street,

York, 1' (monthly) ;'$3.C0)

"Mail Order Journal" J. C. Gerstner, 512 Fifth Avenue, New York (bi-monthly)

($2.00)

"Printer's Ink" Printer's Ink Publishing- Company, Inc., 205 &?t U2n(q Street,

York, New York (weekly) ($t.00)

"Reporter of Direct Mail Advertising" Henry Hoke (Ed. & Pub.), 17 East

t, New York, New York (monthly) ($3.00)

,191*6
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FAUCONA SALES CO. ^ /# |/^ f
930 MADISON AVENUE
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ùiucation:

gdlth C. Falk
935 iiaclison Avenue
New York 21, N.ï.

I9I6-I927 Grammar School, High School, Business School.

1927-1928 ./omen's School of Social Sciences.
192Ö-1929 Kindergarten College.
1943-1944 evening Extension Courses, City College.

194Ö-1949 Advertising k Selling Course, Advert. Club of Nev; York,

irritai Status : Single.
Aggt 3b* __ .

Lannuanos s German, French. .

expérience : 1929-1943 üxercised my profession as Kindergarten Teacher."
Free lance contributor for newspaper.

1943-1945 Joined the Office of Censorship:

Hegponsibilitles : General administrative duties;
Proof reading;
Äevieuing k editing of reports;
.riting of special & recurrent reports;
Caption writing;
Gathering, compiling & evaluating of information;
Setting un of new section; (Editorial Department)
Interviewing k training of employees;
valuation of employees work performance.
1945-1946 Transferred to War Department Overseas, American
occupied area in Germany, completing a three (3) year contract

in February 1946

1

B^MBsibilities: Same as above, nlus : Own correspondence;
î^

Preparation of copy for brochures & bulletins dealing wxth
specified k general subjects;
Formulation, dissemination & interpretation of methods,
policies k procedures;
Contact k liaison work with departments, organisations
and public;
Organising & setting up of Field Teams;
Keeoing of informational files, reference & library material,
Subject Matter Filing; (Dewey Decimal System)
Suœrvision of personnel;
Preparation of job-analysis;
Interviewing, screening, placing, guiding fc evaluating
of employees;
Organizing & setting up of employee training program;
^reparation & delivery* of lectures ;

Preparation of training material;
Setting up of training schedules;
Ascertaining of training needs.
July 194Ö: Free lance work for Publicity Firm:
Preparation of four page (700 words) brochure.



Lth I« Falk
•/j5 Kadissa Avenue

21, I».Y.

aol, High School, Business School.

i»8 School of Social sciences.
: 193
1927«^.
192Ö-1929 tJLnosarpurtcn OoIIl
1^43-1944 .veninfi ûrtensAon ûourees, City College«

Si-1949 Advor3sl*5 & Selling Course, Advert. Club of How York.

Ingle.

^^^ German, gg^^ ja^ei** my profession a» ttadsrgarten taeto,fTWWl » r *
i?roe iaace contributor for newspaper.

1943-1945 Joined Öie Office of Censorship:

n^i¥MMlhnit1niT- General administrative duties;

Reviewing & editing of imports;
"lug of special & recurrent reports;
icn writi . -
ring, eonniliaß & evaluating of infowifttion;

«ttin u of new »octionilBditoriÄl terpens»]
.•raining of employees

$

employees wo. Romance.
owed to najftmnt Overseas, American

-Taany, comrî' 1 three(3) 3P*sr contract

Jting
TiiijiT* "**

lus*J

1945-1*:

in Fcbru
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...... MUT «

fwiwirt
policies

at Own correo: >endence

;

ceôy for brochures ft bulletins dealing with

t general subjects;
1, dissemination

'

interpretation of methods,

ôrocedures;
Contact & liaison work with departments, organècations

olic;
Organising ft setting up of Field Tma»}

, 4K^«r «n^vi
Keeping of informational files, reference & library material,

Subject i latter Filing; (Dewey Decimal System)

Supervision of personnel;
^reparation of "Job-analysis; -...,.
Interviewing, screening, plada .ding & evaluating

Organizing ft setting up of employee training program;
..'.' _

. ,2-H- . .. :.v.- .-,- od loeture*|
^reparation of training material;
Sett .aining schedul
tseertaininj of training needs.
July 194Ö» Free lance work oblicity Firm:

lea of four pegs (700 words) brochuro.



üdith 0« Falk

liew York 21, H.Ï.

»chool. High acht
»chool of Joelal

1'^' -1929 KladariBEurtan Uollef
j-1944 ironing IitoiwÉiiii Couraea, -ity College»

194Ö-1949 Advertising & Soiling Course, Advert. Club of Row
- .

'i*
'* 19-4.943 ^cereiaed my profession as Us*M*ß**m Teasaer.

i^roe lane© contributor for newspaper.
1943-1945 Joined the office of Censorship»

t General adtainiatrative duties;
Proof readlngi
ilsvieving & editing of reporta;
rating ef opooial & recurrent reporta}

Ltiagt

JctSagup of :*~ ioe^ionTfiUitorial n- au»]
Infcerviewing ft training of eoployeoai

luation of ouployoea work porfornanc .

1945-1946 Transferred to tfar Departasnt Overseas, Aiaerican

dad area in Gensany» ccapleting a tareeO) year contract

In
I m .

,

: QMh ajMtanaMMMaffl
for brochures ft awllotlm UlllWg Wall

fc subjects;
enination & interpretation of uethods,

mÀ with départaient«, organizations

SmMllii n Betting up of Field Tonna;

Feanlaa nf informational filea, reference & library aaterial,

Mien Matter Filing} (Dewey Dociml 3yoto*)

Supervision of personnel;
irenaration of Job-onalyeia

;

Xatervieeing, screening, '^Lacing, Guiding a evaluating

o ' essj Mel -

braanieiftg & setting up of «aplcyec training prcgraK}

i reparation <& delivery of loot
i reparation of training naterial;
dotting up of training schedule«!
uMtavtaimn :
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Preparation of four pago (700 vords) arochur .



. Falk
935 iadiaon Avanue
Hew Tork 21, FUT.

MMrtllrfl frfri.' -indo»
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1943-1944 »Yening üctonalon Courses» City

artiaine & 3ellinß Course, Advertising Club T.." ...''.

1929-1943 acereised aqr profession a* Kindergarten Teacher,
froe l?.nce contributor for newspaper.

.A3-134> Joi. -cnfeLp*
a—noMlMUties i General adtdnietrative düblest

iroof readingt
>&ovlewing & editing of reportsj
«rlti .,-roat reportai
Caption writing}
Gathering, cou Hing & évaluatine: of infoxœtion;

;;ting un of new sections (iäütorial Dopt«)
InturviofUÇ & training of «aployaasi

luation of employees work performance,

1%5-194£ ïransferrod to War Dent« Oversea», Aneriean occupied
area in Gercany, coKpletlcg a three rear ecntract in
ronrtnry 194«t

tier ef copy far brcchvre* & bulletin» dealing with
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: procedure»!
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Organising & netting up of employee training program*
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•cparation oi' trainiiig material!
dotting up of training schMiulso ;

organising of rwfreaher cevrsos •

«July l->44« ?ree lance work for pulli
reparation of four pageVfQfr word*/ brochure.



Edith C. Falk
935 i-iadison Avenue
New York 21, N.T.

Education : 1916-1927 Grammar School, High School, Business School.
1927-1926 Women's School of Social Sciences.
192Ö-1929 Kindergarten College»
1943-1944 Evening Extension Courses, City College.
1948-1949 Advertising & Selling Course, Advert. Club of New York.

Marital Status : Single.
Age : 36«
Languages : Geman, French.
Experience : 1929-1943 Exercised my profession as Kindergarten Teacher,

Free lance contributor for newspaper.
1943-1945 Joined the Office of Censorship:

Responsibilities : General administrative duties;
Proof reading;
Reviewing & editing of reports;
Writing of special & recurrent reports;
Caption writing;
Gathering, compiling & evaluating of information;
Setting up of new section; (Editorial Department)
Interviewing & training of employees;
Evaluation of employees work performance.
1945-1948 Transferred to War Department Overseas, American
occupied area in Germany, completing a three (3) year contract
in February 1946:

Responsibilities : Same as above , plus : Own correspondence;
Preparation of copy for brochures & bulletins dealing with
specified & general subjects

;

Formulation, dissemination & interpretation of methods,
policies & procedures;
Contact & liaison work with departments, organizations
ftnd public;
Organizing & setting up of Field Teams;
Keeping of informational files, reference & library material,
Subject Matter Filing; (Dewey Decimal System)
Supervision of personnel;
Preparation of job-analysis;
Interviewing, screening, placing, guiding & evaluating
of employees;
Organizing & setting up of employee training program;
Preparation & delivery of lectures;
Preparation of training material;
Setting up of training schedules;
Ascertaining of training needs.
July 1948: Free lance work for Publicity Firm:
Preparation of four page (700 words) brochure.


