Resumes and Memos 
Sources to help you write your resume and memo 

Resume Writing 

http://www.damngood.com/jobseekers/tips.html 

http://jobsmart.org/tools/resume/index.cfm 

http://www.rockportinstitute.com/resumes.html 
  

Memo Writing 

http://owl.english.purdue.edu/handouts/pw/p_memo.html 

http://writing.colostate.edu/references/documents/memo/ 

http://www.hio.ft.hanze.nl/thar/memo.htm 
  
  
  
  
Comparing Business and Essay Writing 
Essay vs. Business Writing 

Business and essay writing do have some similarities; for example, both need attention to detail and accuracy of content, grammar and sentence construction.  Also, they both need to be aware of audience and purpose. 

Business writing’s differences include: 
· Usually more personal in tone 
· Usually a narrower content 
· Usually shorter 
· Heavily formatted by specific guidelines 

Before writing a business correspondence, it is vital that you determine who will read the writing and adjust the tone of the writing to that reader.  Then it is important to analyze specifically the purpose of the writing so that you may be concise in including only what information the reader needs to know and to include information that would address potential questions that might arise. 

In any business writing the key is to be as concise and as uncomplicated as possible.   A basic sentence pattern (subject, verb, object) is preferred.  Avoid using jargon or sophisticated language.  Be as polite and direct as possible. 

Keep in mind that each form of business writing has a specific format that should be followed:  memo, letter, report, proposal, resume, and cover letter.  Surfing the web can give you the necessary formatting instructions for each. 
  
Memo Comparing Business and Essay Writing 
Memo 

To: Mary Hyatt 
From: Joshua DeMarre 
CC: SFCC 
Date: June 7, 2003 
Re: Professional VS. Essay Writing 

Essay vs. Professional 

Regarding the differences between professional and essay writing, the student has drawn these conclusions: 

1. Essay writing can be used as an extended format for opinions, research, and general discussion of ideas on a wide range of topics and with a wide focus while, 

2. Business writing is usually constrained to one or a few more narrowly focused issues or topics and will often be addressed to a specific personage or audience and, 

3. In the case of memos in particular the business language and format is intended to be brief, to the point and the information easily accessible under the attention of the intended audience or to be disregarded by those to whom the information does not relate. 

4. Essay or research writing is often the result of a large amount of time spent by the author to argue at length for a position or in defense of a thesis, while 

5. Memos and other business writings are meant to convey a smaller amount of information that even though it is more formal and adheres to stricter formatting does not convey as much substantive background information. 


  
  
  
Sample Resume 
3423 W. Heroy, Spokane, WA 509-326-1938 
happy@dc4pc.net 

Joshua DeMarre 

Objective: To provide prospective employers with a dependable, flexible, team and service oriented employee who is adept at the sleeping arts and knows comfort. 

Experience: 

· 1990–1994 Serta  Ledge Ridge, WANational Sleep Test Manager·Acted as mattress and pillow tester for Serta Mattress Company.· Logged over 5000 hours per year as member of  sleep quality research team. 

· 1985–1990 Sleep Country USA Chuganuga Wuganuga, WARegional Pillow Stuffer Director of Fluff· Increased regional sales from $25 million to $350 million in one day.· Managed 250 sales representatives in 10 Western states, moving 20 million pillows per annum.· Implemented training course for new recruits —pillow fighting, feather snorting emphasis. 

· 1980–1984 Ortho-Bane Enterprises Bienthere, WAGoose Wrangler· Manager of goose-down acquisitions..· Three-time goose wrangling champion, Golden Egg Rodeo Circuit.· Expanded sales to include duck, chickadee and McNugget accounts. 

Education: 

· 1971–1975 School of Hard Knocks Hard Knocks, WA· B.A., Somnambulist Studies .· Graduated barely at alla. 

Interests: 

· Sustaining 18 hours per day of quality sleep. 

. 
  
  
  
  
Sample Business Letter of Evaluation 
Josh DeMarre 
Spokane Falls Community College 

June 7, 2003 

Mary Hyatt 
Instructor, English 201 
Spokane Falls Community College 
  

Dear Madam: 

My name is Joshua DeMarre and I have been a student of yours this last quarter in English 201.  For several reasons I have found this class to be rewarding on both personal and professional levels.  The ability to correctly and succinctly express myself in writing has been of great importance to me.  The 200 level English composition requirements have helped me to further develop my voice as a writer of research papers, literary criticisms, theatrical reviews, and more.  I have seen positive results in this direction and attribute it to the hard work that I have put forth and through the efforts of my peers during their review of my writings, and of course due to your knowledge of form, structure, content and convention.  Without the competent direction of an instructor such as yourself and the input from my peers I could not have come as close to attaining my personal goals. 

The structure of the course as offered has been to my liking and ultimate benefit.  The on-line assistance and communication portal has been invaluable as the in person meetings have been enjoyable.  As a former student of both online classes and regular on campus classes I found the synthesis of the two to be at least as efficient in furthering my educational goals as either format alone has been. 

I would like to thank you for a rewarding and informative learning experience. 

Sincerely, 
Joshua John DeMarre 
Student, English 201 
  
 

