
MAILING RESUMES AND COVER LETTER

If you've never mailed a cover letter and resume before, you may have questions about how to do so correctly. Use
these tips to make sure and get it right.

Most employers will scan your resume into a database or copy and distribute it to any individuals who will be
screening candidates. Cover Letter Examples Downloads. However, this type of cover letter inquires about
open job positions in general. Sending yourself a test email can help you understand exactly what your email
will look like to the recipient, and check to ensure everything is working properly. The prospecting cover letter
will give a brief description of yourself as a job candidate, an explanation of why this particular company
interests you, and a few examples of job tasks that would interest you. It is not a response to a specific job
posting. Use a professional email address When submitting a cover letter via email, your email address
matters. Save your file correctly Save your file as a. Signature on Email Cover Letter Without a signature at
the end of your email cover letter, you could be missing out on incredible potential job opportunities. If you
can't determine a preference, send them both ways in a single message. Add an informative subject line A
straightforward, informative subject line increases the chances that the recruiter or hiring manager will open
your email. Paper Document 1. How to email a cover letter Follow company instructions Email cover letters
can generally be sent one of two ways: as an email attachment or as the body of your email. The application
letter is geared toward a certain job, and it is tailored to the skills and specifications listed in the job posting.
Check out our 20 best ATS-friendly cover letters here! Click the document; then click "Open" to attach it to
the email. Write a brief, clear subject line Follow any subject line formatting instructions that are given in the
job description. Offer to provide additional information and let the reader know how you can be contacted.
Then click on Message at the top left of the screen or click on File, New, Message. Send the email to yourself
and download the attachment to make sure it works properly. Remember, everyone starts out with no
experience. Some employers may ask you to send the resume as a paper document. Don't use fancy fonts,
underlining, columns, italics or bold letters. To do this, click the attachment or file button in your email
program. File, Save As, should be an option in your program. It still comes from the job seeker, but rather than
being sent to a company, it is sent out to former colleagues, mentors, friends and other contacts. If you want an
interview for your dream job, you'll need to send the employer your cover letter and resume. These are the top
two desired formats by potential employers. Once your resume file is saved in the correct format and named
appropriately, you can attach it to the email. Learn more about what you can do here and why it matters.
Avoid any spelling or grammar errors in your document. Avoid using nicknames or numbers. Type headings
in all capital letters.


