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What a Memo Should Look Like

Some of you are unsure of the format of a professional memo. This is a simple draft format of what the memo that will accompany your resume and cover letter could look like. Please note a few key features: it’s a single spaced document; it contains a header with your name; and it features sub-headings to divide the memo into sections that relate directly to the content contained underneath each heading. It should be in regular-sized font (the equivalent to Times New Roman 12 – for instance, if you use a larger font like Arial, adjust the size to 10) and should be one full single-spaced page.

Memo Content

Your one page rhetorical analysis memo will have at least three distinct sections: the first should be an audience section that describes your research as to who your audience is. A second section should discuss your classmate’s application package, and a third should analyze your own. While you are not required to compare or contrast the two packages, you may do so as long as your discussion remains professional and neutral. 
Rhetorical Analysis: Classmate’s Job Application Package
Here’s where you will provide a thorough rhetorical analysis for your assigned classmate’s resume and cover letter assignment. 
Carefully review your partner’s pre-semester resume, job description, worksheets, draft materials, and revised version of the resume and cover letter assignment (due Thursday of draft workshop week). Assess your partner’s materials by analyzing the choices s/he made in terms of both content and style. Describe the audience in specific detail; then, match aspects of your classmate’s resume and cover letter to these specific traits. Discuss the content of the documents in terms of audience needs. Next, analyze the style choices that were made: in addition to following the principles of clarity, concision, and correctness, how did the arrangement attend to the audience’s needs? Finally, discuss the limitations of your classmate’s experiences and make specific additional recommendations for your classmate in pursuing employment in this field.

Rhetorical Analysis: Your Job Application Package
In this section, provide the same scrutiny to your own documents. Discuss the rationale for your approach to this assignment, including the choices you made in terms of both style and content. Spend a significant amount of time explaining your understanding of your audience, using the research you conducted on the company. Make sure to discuss draft workshop influences on the final product. You may also discuss the limitations of your experiences and describe how you were able to overcome these with your writing skills. 
