When it comes to formatting research papers, APA asks for a lot of items/elements: title page, abstract, etc.  YOU DO NOT HAVE TO INCLUDE THESE FOR THIS ASSIGNMENT. For the Career Search Memo, simply put a memo heading at the top of the first page. The heading should have four lines: To, From, Date, and Subject. If you want something fancier, you can find a lot of memo templates in Word, or you can Google "memo format."  (Note: I won't take off for including a title page, abstract, and any of the other APA formatting things. It's just work you don't need to do for this assignment.) :-) 
What you DO need to include: When you use an external source in your Memo (like the sources you'll be getting your career information from), you will need to cite it according to APA practice as well as include the source in a reference list. That's what I meant about using APA format. 
Hope this makes sense! Let me know if you have questions. 

