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Please use the memo style we have discussed. To, From, Date, Subject 

You should include the following headings in this order:

1. Purpose (does NOT need a heading)
2. Keywords for your job
3. Job Analysis 
4. Audience Analysis 
5. Analysis of Resume
6. Analysis of Cover Letter

Purpose
The purpose does NOT have a heading. It is one sentence telling the purpose of the memo/how someone could use the document. 

Keywords
The keywords should be four or five words you feel would be programmed into screening software. You should list these words and then write a few sentences to explain why you felt these were the keywords.

Example:
BS in Civil Engineering, Spanish, Finances, CAD
I chose these words because the job ad lists the BS and CAD experience in the qualifications. The job is in El Paso, TX, and they mention working with a branch in Mexico, so I thought Spanish would be useful. They mentioned financial experience in one of the desired qualities.

Job Analysis
Write several sentences to describe the job. Where did you find the job? What duties does the job entail? What qualifications do you need to have this job?

Audience Analysis
Write several sentences to describe the company/hiring personnel (the audience for your resume and cover letter). What do you know about them? What sort of company is it? Do you know anything personally about the person who will be reviewing your documents?

Analysis of Resume
Use this section to describe the ways in which you adapted your resume to the audience and job.  What specific choices did you make and why? 

Analysis of Cover Letter
Use this section to describe the ways in which you adapted your cover letter to the audience and job.  What specific choices did you make and why?


