=-MAIL

When emailing potential employers always make sure everything is
spelled correctly and makes sense. If your e-mail is not coherent

or spelled incorrectly then the employer will never get to your
resume or portfolio.



13 THINGS TO AVOID

WHEN EMAILING

Never send more then one attachment

Never send “word docs” as you resume

If you have a web portfolio send link and pdf portfolio
Never send resume in the body of the e-mail

Do not send more then “one” e-mail

Do not send e-mail with out portfolio sample pdf

Do not send .jpg or .psd files

Never send one page business resume

Have a real e-mail address

= 2 £ = obs @il e WY =

0. Always address the name of the employer not “to whom it may
concern” or “Human resources”

11. Never spell the employers name wrong

12. Keep the e-mail to a minimum

13. Make sure contact information is accurate



13 THINGS 1O AVOID

WHEN EMAILING

NEVER SEND MORE THEN ONE ATTACHMENT

Most employers don’t have the time to look at more then one
attachment. Always make at least a pdf of the samples. The employer
does not want to open up many documents and the person looking at
the e-mail may not have the programs to open your documents.

Never send anything other then PDF’s.



13 THINGS 1O AVOID

WHEN EMAILING

NEVER SEND “WORD DOCS"” AS YOU RESUME

If your resume is send as a word document the format may get
destroyed and the employer may not have the font that you design
the resume in. It look bad if it is not formatted the way you wanted it.



13 THINGS 1O AVOID

WHEN EMAILING

IF YOU HAVE A WEB PORTFOLIO SEND LINK AND PDF PORTFOLIO

Make sure that you include the link in the e-mail when sending it. If you
don’t include it the employer will NOT e-mail you back to tell you that it
is not in the e-mail. It is not there job to tell you, especially when they are
probably looking at many other e-mails for the same position.



13 THINGS 1O AVOID

WHEN EMAILING

NEVER SEND RESUME IN THE BODY OF THE E-MAIL

If you send your resume in the body of the e-mail you cannot
guarantee that the formatting will stay intact and that all the characters (i.e.

bullets) will be there when the employer is looking at it.



13 THINGS 1O AVOID

WHEN EMAILING

DO NOT SEND MORE THEN “ONE"” E-MAIL

If you do not hear from the employer it probably means
that you did not get the job, or that the job search is taking
longer then the company thought. If you keep sending them
e-mail you are guaranteeing that you will not get a call.

Make sure you attach everything in one e-mail. Do not tell
the employer “that more is to follow in another e-mail”.



13 THINGS TO AVOID

WHEN EMAILING

DO NOT SEND E-MAIL WITH OUT PORTFOLIO SAMPLE PDF

Make sure that you attach everything that the employer needs. Again,
if you send an e-mail without an attachment they are not going to
contact you to let you know, they will delete it.



13 THINGS TO AVOID

WHEN EMAILING

DO NOT SEND .JPG OR .PSD FILES

Only send PDF files. PDF's are guaranteed to work on any machine,
Mac or PC. Jpg’s and PSD files may not look the same on all machines
and the file sizes are bigger then a pdf would be.

If it is to big the employer will not look at your resume.



13 THINGS TO AVOID

WHEN EMAILING

Never send one page business resume

Never, Never, Never, Never, Never, Never, Never, Never, Never, Never,
Never, Never, Never, Never, Never, Never, Never, Never, Never, Never

send a one page business resume, it will go in the trash.



13 THINGS TO AVOID

WHEN EMAILING

HAVE A REAL E-MAIL ADDRESS

Have a professional e-mail address when applying for jobs. Keep a
personal e-mail address to talk with friends and family, but don’t use
that on job applications or contact pages. For example, i will think

twice in replying to wildchild47@yahoo.com.

Have a e-mail address that is simple dzobel@yahoo.com. It is so easy

to get e-mail address, don't be lazy.



13 THINGS TO AVOID

WHEN EMAILING

Always address the name of the employer not “to whom it may
concern” or “Human resources”

Find out who the person of contact is instead of addressing it to whom
it may concern. It shows that this is a form letter or e-mail that you are
sending and did not bother to look at who you were emailing it to.



13 THINGS TO AVOID

WHEN EMAILING

NEVER SPELL THE EMPLOYERS NAME WRONG

Make sure you spell everything correctly, especially the person whom
you are addressing the e-mail to. If you spell it wrong it shows that
you do not care about this job and your e-mail gets deleted.



13 THINGS TO AVOID

WHEN EMAILING

KEEP THE E-MAIL TO A MINIMUM

Make sure that your e-mail is short and to the point because the
employer does not have a lot of time to look at your e-mail. Only
include pertinent information . For example, don't tell the employer

that you have been having e-mail problems.
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