JOB SEARCH:  Interviewing a Professional: 
POST-INTERVIEW ANSWERS MEMO

POST-INTERVIEW MEMO-REPORT:
· after the interview

· After your interview, draft a follow-up memo to me.

· Include your questions & her/his answers to them (questions as headings?).

· Base it on your notes & her/his answers.

· Draw conclusions & recommendations based on the information.

· Submit this to me in a memo:

· LCCC memo template

· addressed to me

· Abstract:

· Purpose St. 

· why you are writing this memo

· identify the interviewee (full name, position)

· mention the interview’s date, time, & location (or medium)

· mention what is to follow 

· (Below are…, The following is…)

· Body:

· questions (numbered) as headings

· followed by her/his responses

· same order as above

· Conclusion:

· what information and/or insight you gained from such responses

· the overall value of the interview

· go into detail with this

· more than a single sentence or two

· well-developed paragraph

· further contact info

