                                                              Instructor  Memo
To:  Professor. Myers
[bookmark: _GoBack]From: Ian Ki-Hoon
Date: 23/02/2020
Subject: Job application at Mc Kinney City
I am writing this memo to let you know that I have applied  position of  Economic Development Specialist in the 5G Technology in McKinney Company.
Keywords
Bachelors Degree in telecommunication, telecommunication infrastructure, Economic development and urban planning.
I chose these words because they are the key in finding the opportunity in McKinney City. Having done a course in telecommunication enabled me to get the opportunity to apply for the position in the City.
Job Analyses
The job involves planning, structuring and implementation of the business and city wide 5G. I came to know about the job through an advert  on the organisation’s website.Technology and infrastructure Strategic Plan and launch. To qualify for the job one needs to have a degree in telecommunication,telecommunication infrastructure, Economic Development, Urban planning or in a closely related field, plus an oversight experience of 5years in the said fields.
Audience Analysis.
Application is made through the department of Economic Corporation via address 201W.Louisiana St. in the city Texas, McKinney, 75069.
About McKinney City, it is a stand out of a community committed to help the people through creating opportunities. The City  hosts diferent types of industries and sectors ranging from financial to agricultural. It is also the largest city in Collins County. I currenty don’t know  the identity nor anything about the person who will be reviewing  my documents.
Analysis of  Resume.
To adapt  my resume to the audience and the job, I first ensured that the resume is well organized to match the details in the cover letter with what it contains.  I mentioned in the resume that I have an experience as a an assistant marketing manager and this puts more confidence to my interviewer because with the demonstration of the huge responsibilities that I had during the intern and I managed it then the position of the Economic Development of 5G in technology will not come as a surprise to me. I  decided to be very honest  when choosing what to include in the resume  because being honest will not only make the interviewer develop his or her interest in me but the interviewer is likely to quest for more of my honest and hence employ me. I  therefore chose not to lie about my experience, skills and qualifications, at the same time ensuring I choose what best matches  the job specifications.
Analysis of the cover letter
The letter is less detailed as it only talks about my quest for the job and the capabilities and the abilities that I have that make me unique for the job. To adapt the cover letter to the audience, I ensured that I match my qualifications to the job requrements,  so that my competency and fitness for the job can be easily identified, and increase the chances of being considered for the position.I also ensured that whatever I included in the cover letter could be traced and supported by the resume.
                      


