
how to send an email resume

how to send an email resume is a crucial skill in today’s digital job market.
Crafting a professional email to send your resume can significantly impact
your job application success. This article will guide you through the
essential steps, from preparing your resume to crafting the perfect email
message. We will explore best practices for formatting your resume, writing
an engaging email, and utilizing subject lines effectively. By following
these guidelines, you will increase your chances of making a lasting
impression on potential employers.

To ensure a comprehensive understanding, this article includes a detailed
Table of Contents to help you navigate the key sections.
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Understanding the Basics of Email Resumes

Before diving into the specifics of how to send an email resume, it’s
important to understand what an email resume entails. An email resume is
essentially your cover letter and resume sent as an email to a potential
employer. The main goal is to present your qualifications in a professional
manner while making it easy for the recipient to review your application.
Understanding the basic components of an email resume will set the foundation
for crafting a compelling message.

The Importance of Professionalism

When sending an email resume, professionalism is paramount. Recruiters often
receive numerous applications, so standing out while maintaining a
professional tone is critical. This includes using a formal email address,
avoiding casual language, and ensuring correct grammar and punctuation
throughout your correspondence.

Email Formatting Essentials

Proper formatting enhances the readability of your email. Use a clear font,
such as Arial or Times New Roman, and maintain a font size of 10 to 12
points. Additionally, structure your email with appropriate spacing and
paragraph breaks to make it visually appealing. Always remember to include a



subject line that clearly states your purpose, such as "Application for [Job
Title] - [Your Name]."

Preparing Your Resume for Email

Before sending your resume, it’s essential to ensure that it is properly
formatted and saved in an appropriate file type. Most employers prefer PDFs
because they preserve formatting across different devices and operating
systems.

Resume Formatting Tips

Your resume should follow a clean, professional format. Here are some key
tips:

Use consistent headings and bullet points.

Limit your resume to one or two pages, depending on your experience.

Highlight relevant skills and accomplishments that relate to the job you
are applying for.

Include your contact information at the top, including your full name,
phone number, and email address.

Saving Your Resume

Once your resume is formatted, save it in a universally accessible format.
The most common file types are PDF and Word Document (.doc or .docx). Always
name your file clearly, such as "John_Doe_Resume.pdf," to make it easy for
the employer to identify your application.

Writing the Email

Now that your resume is ready, it’s time to focus on crafting the email. The
email serves as both a cover letter and a submission, so it should be concise
and to the point.

Email Subject Line

The subject line is your first impression. It should be clear and
informative. For example, "Application for Marketing Manager - John Doe" is
effective. This immediately informs the recipient about the purpose of your
email.



Email Body Structure

The body of your email should consist of a brief introduction, a summary of
your qualifications, and a closing statement. Here’s a suggested structure:

Greeting: Address the recipient formally, such as "Dear Hiring Manager"
or "Dear [Name]."

Introduction: State the position you are applying for and how you found
the job listing.

Qualifications: Summarize your relevant experience and skills,
highlighting why you are a good fit for the position.

Closing: Thank the recipient for their time and express your eagerness
to discuss your application in further detail.

Sending Your Email Resume

After composing your email and attaching your resume, it’s time to send it.
However, before hitting the send button, there are a few final checks to
perform.

Proofreading Your Email

Proofreading is crucial. Review your email for any spelling or grammatical
errors. Consider reading it aloud or asking a friend to review it for clarity
and professionalism. A well-proofread email reflects your attention to detail
and professionalism.

Timing Your Email

Timing can also play a role in how your email is received. Aim to send your
application during business hours, typically between Monday and Friday, to
ensure it is seen promptly. Early in the week is often best, as hiring
managers are usually more focused and less overwhelmed.

Common Mistakes to Avoid

Even with careful preparation, it is easy to make mistakes when sending an
email resume. Being aware of common pitfalls can help you avoid them.

Neglecting to Customize Your Email

Sending a generic email can be detrimental. Always customize your email for
each application to reflect the specific job and company. This shows genuine
interest and effort.



Forgetting Attachments

One of the most common mistakes is forgetting to attach your resume. Always
double-check that your resume is attached before sending your email. It can
be helpful to mention in the email body that your resume is attached for
their convenience.

Follow-Up Strategies

After sending your email resume, it’s important to consider follow-up
strategies. A thoughtful follow-up can reinforce your interest in the
position and keep you top of mind for the employer.

When to Follow Up

A good rule of thumb is to wait about a week after sending your resume before
following up. This gives the employer time to review applications. In your
follow-up email, politely inquire about the status of your application and
express your continued interest in the position.

Crafting a Follow-Up Email

Your follow-up email should be brief and professional. Reiterate your
interest in the position and thank the employer for considering your
application. This leaves a positive impression and shows your proactive
nature.

Conclusion

Sending an email resume requires attention to detail, professionalism, and
effective communication skills. By following the steps outlined in this
article, you can craft a compelling email that showcases your qualifications
and leaves a lasting impression on potential employers. Remember, preparation
is key, and customizing your approach will set you apart from other
candidates in a competitive job market. With the right strategies, you can
confidently navigate the process of sending your email resume and increase
your chances of securing an interview.

Q: What is the best format for an email resume?
A: The best format for an email resume is PDF, as it preserves formatting
across different devices. Ensure your resume is visually appealing and easy
to read.

Q: Should I attach my resume or paste it in the email
body?
A: It is generally recommended to attach your resume as a file. However, you
can include a brief summary or key highlights in the email body to entice the



reader.

Q: How long should my email resume be?
A: Your email should be concise, ideally around 150 to 300 words. Include a
brief introduction, a summary of qualifications, and a closing statement.

Q: How can I make my email subject line effective?
A: Make your subject line clear and specific by including the job title and
your name, such as "Application for Software Engineer - Jane Smith."

Q: Is it necessary to customize my email for each job
application?
A: Yes, customizing your email for each application demonstrates genuine
interest in the position and shows that you have taken the time to understand
the job requirements.

Q: What should I do if I don't hear back after
sending my email resume?
A: If you haven't heard back within a week, consider sending a polite follow-
up email to inquire about the status of your application.

Q: Should I include references in my email resume?
A: Typically, you do not need to include references in your email resume. You
can mention that references are available upon request.

Q: Can I use a casual email address for job
applications?
A: No, always use a professional email address that includes your name. Avoid
casual or unprofessional email addresses to maintain a professional image.

Q: What is the best time to send my email resume?
A: The best time to send your email resume is during business hours,
preferably early in the week, to ensure it is seen promptly by the hiring
manager.
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