JOB SEARCH:  Potential Employer Research Memo
RESEARCH:
· Identify a company whose employees match either your current qualifications or the qualifications you intend to have after completing your education. 
· Perform a thorough investigation of this potential employer.

· Utilize a variety of research sources, such as:

· the company’s Web site
· press about the company
· interviewing current or former employees
· contacting accrediting agencies or organizations
· (our text book has more suggestions)

· Strive to determine current issues relevant to the company.
WRITE:

· Prepare a memorandum (addressed to me) detailing the results of your research. 
· Identify the company in the “Subject” slot (Potential Employer Research: PPL)

· Follow the ABC format
· Abstract:
· Purpose Statement
· Parts, Headings
· Conclusion:
· What does this information tell you about the company…as a potential employee?

· Follow the elements of proper page design:

· headers

· white space

· bulleted or numbered lists

· Use the LCCC memo template
IDEAS:
· company’s corporate culture (background, history)

· company’s reputation (in community, profession) 

· company’s hierarchy, departments

· products & services

· available employee training

· benefits & retirement packages

· branch locations

· opportunities related to your field

· career paths related to your field (“glass ceilings”)

SOURCES:
· The last section will be devoted to your sources, very much like a Works Cited page.

· List your sources alphabetically in proper MLA format.
