JOB SEARCH:  Salary Range Memorandum
· Because you should have a salary range in mind when negotiating your pay at a new job – 

· Because you should factor in salary and cost-of-living when considering relocation –

· You will need to research salaries specific to potential areas.

· Certain Web sites are designed for this specific task.

· Salary Expert is one such site that will help determine what that range should be.

For this assignment:

1. Go to www.salaryexpert.com. 
2. Select a job title.

3. Select a location.

4. Determine what the average salary is for your career in a specific geographical area. 
· Do this for 3 locations
· Choose 3 specific areas
· Choose 3 specific areas of interest to you
5. Create a proper memorandum that lists your findings, as well as your conclusions.

· Limit this to a 1-page memo

· Follow the appropriate ABC format
· Abstract:  
· Purpose Statement, what’s to come, 

· site source, locations, career field

· Body:

· chart/table

· low, average, high salary ranges

· cost of living

· Conclusion:

· draw conclusions based on this information

· your reactions to these numbers

· where should you go, how does that fit into your plans

· Address it to me
· Follow page design guidelines
· Items in a series;
· Usually, items in series are set off by commas; a comma separates each item

· However, when an item has a comma in it (such as a City, State item), then each item must be separated by a semi-colon (;) instead of a comma (,).

· Quite importantly, include your analysis, conclusions, recommendations
6. Submit to me

a. Salary Range Memorandum

b. printed results from the site
