
how to send a resume via email
how to send a resume via email is a crucial skill that every job seeker needs
to master. In today's digital age, emailing your resume is often the first
step in the application process, making it essential to understand the proper
etiquette and best practices. This article will guide you through the
complete process of sending a resume via email, including formatting your
resume, crafting an effective email message, and ensuring your resume gets
noticed by hiring managers. By following the steps outlined here, you can
enhance your chances of making a great first impression on potential
employers.

Understanding Resume Formats

Preparing Your Resume for Email

Composing the Email

Sending the Email

Follow-Up Strategies

Understanding Resume Formats
Before you send a resume via email, it's vital to understand the different
formats in which you can save your resume. The two most common formats are
PDF and Word documents. Each format has its own advantages and disadvantages.

PDF Format
Sending your resume as a PDF is highly recommended for several reasons. PDFs
maintain their formatting across different devices and operating systems,
ensuring that your resume looks exactly as you intended. This format is ideal
for preserving the visual elements of your resume, such as layouts and
designs.

Word Document Format
While Word documents are commonly used, they may not always display correctly
on different computers, especially if the recipient does not have the same
version of Word. However, some employers prefer receiving Word documents for
easy editing and tracking. Always check the job listing or company website
for any specific format preferences.



Preparing Your Resume for Email
Preparation is key when it comes to sending your resume via email. Ensuring
that your resume is appropriately named and formatted can significantly
influence how it is perceived by hiring managers.

Naming Your Resume File
When saving your resume file, use a clear and professional naming convention.
A good format is your name followed by the word "resume." For example,
"John_Doe_Resume.pdf." This makes it easy for hiring managers to identify
your document amidst many others.

Reviewing and Editing
Before you send your resume, thoroughly review it for any errors or
inconsistencies. This includes checking for:

Spelling and grammar mistakes

Consistent formatting

Correct contact information

Updated work experience and skills

A polished resume reflects your attention to detail and professionalism.

Composing the Email
Once your resume is ready, the next step is to compose the email that will
accompany your resume. This email is often your first direct communication
with the employer, so it’s essential to make it concise and professional.

Choosing the Right Subject Line
The subject line is crucial as it helps your email stand out. A clear subject
line could be: "Application for [Job Title] - [Your Name]." This immediately
informs the recipient of the email's purpose and your identity.

Writing the Email Body
Your email body should be brief and to the point. Start with a polite



greeting, followed by a short introduction of yourself, the position you are
applying for, and a mention of the attached resume. Here’s a simple
structure:

Greeting (e.g., "Dear [Hiring Manager's Name],")

Introduction (who you are and the position you’re applying for)

Brief mention of your qualifications and why you’re a good fit

Closing statement (thank them for their time and express your eagerness
to discuss further)

Professional sign-off (e.g., "Sincerely, [Your Name]")

Sending the Email
After composing your email, it’s time to send it. Before hitting the send
button, double-check the following:

Attachment Verification
Ensure that your resume is attached to the email. It’s easy to forget this
crucial step, so take a moment to confirm that the file is included. If
you’re sending your resume as a PDF, make sure it is the correct version and
that it opens properly.

Recipient Address
Double-check the recipient’s email address to avoid sending your resume to
the wrong person. A simple typo can lead your application astray.

Final Review
Before sending, review the email for clarity, professionalism, and tone.
Ensure that there are no typos or grammatical errors in your email, just as
you would with your resume.

Follow-Up Strategies
After sending your resume, it is important to have a follow-up strategy in
place. Following up shows your interest in the position and can help keep



your application top of mind for the hiring manager.

Timing Your Follow-Up
Typically, it is appropriate to wait about one week after sending your resume
before following up. This gives the employer time to review applications
while demonstrating your proactive nature.

Crafting Your Follow-Up Email
Your follow-up email should be polite and succinct. Express your continued
interest in the position and ask if there are any updates regarding your
application status. Here’s a suggested structure:

Greeting (e.g., "Dear [Hiring Manager's Name],")

Reference your previous email and the position you applied for

Express your continued interest in the role

Politely ask if there’s any update on your application

Thank them for their time and consideration

Conclusion
Understanding how to send a resume via email is an essential skill for any
job seeker. By mastering the preparation, composition, and follow-up
processes, you can ensure your application stands out in a competitive job
market. Remember to present yourself professionally in every aspect, from
your resume format to your email communication. With these guidelines, you
are well-equipped to make a positive first impression on potential employers.

Q: What format should I use to send my resume via
email?
A: The best formats to use are PDF and Word documents. PDF is generally
preferred due to its consistent formatting across devices, while Word
documents may be requested by some employers for ease of editing.



Q: How should I name my resume file when sending it
via email?
A: Use a professional naming convention such as "YourName_Resume.pdf" or
"YourName_CoverLetter.docx." This helps employers easily identify your
documents.

Q: What should I include in the email body when
sending my resume?
A: Include a brief introduction, the position you are applying for, a few
highlights of your qualifications, and a polite closing thanking the
recipient for their time.

Q: How long should I wait to follow up after sending
my resume?
A: It is advisable to wait about one week after sending your resume before
following up. This gives the employer sufficient time to review applications.

Q: Is it necessary to send a cover letter with my
resume via email?
A: While not always mandatory, sending a cover letter can enhance your
application by providing additional context regarding your qualifications and
interest in the position.

Q: What should I do if I do not receive a response
after following up?
A: If you do not receive a response after your follow-up, it may be best to
move on and continue applying to other positions. However, you can follow up
again after another week or two if you feel it is appropriate.

Q: Can I send my resume directly in the email body
instead of as an attachment?
A: While it is possible to include your resume in the email body, it is
generally better to send it as an attachment. This allows for better
formatting and presentation.



Q: What if the job posting specifies a particular
format for the resume?
A: Always follow the instructions provided in the job posting. If a specific
format is requested, ensure that you adhere to those guidelines to avoid
disqualification.

Q: Should I personalize my email for each job
application?
A: Yes, personalizing your email for each job application can significantly
improve your chances. Tailor your introduction and qualifications to align
with the specific job you are applying for.
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