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INTRODUCTION: WHY EMAILING YOUR RESUME THE
RIGHT WAY MATTERS

In today's digital-first hiring landscape, the question of how to
send a resume via email is more relevant than ever. While
many companies use applicant tracking systems (ATS) and online
portals, email remains a primary method for job applications,
especially when networking, following up, or applying to smaller
organizations. However, simply attaching your resume and hitting
send is rarely enough to make a strong impression. Hiring
managers and recruiters receive hundreds of emails daily, and a
poorly crafted application email can land your resume in the
trash folder before it is ever opened.

Understanding the nuances of email etiquette for job applications
can significantly increase your chances of getting an interview.
From crafting a compelling subject line to formatting your
attachment correctly, every detail matters. This comprehensive
guide will walk you through every step of the process, ensuring
that you present yourself as a professional, detail-oriented
candidate from the moment your email hits the recipient's inbox.

Whether you are a recent graduate applying for your first role or
an experienced professional seeking a career change, mastering
the art of emailing your resume is a critical skill. This article
covers everything you need to know, including best practices for
subject lines, email body content, file formats, and common
pitfalls to avoid.

STEP 1: PREPARE YOUR RESUME AND COVER LETTER

Before even opening your email client, you need to ensure your
application materials are ready and optimized. This foundational
step directly impacts how effectively you can send your resume
via email.

Choose the Right File
Format

The most common and recommended format for emailing a
resume is PDF. A PDF preserves your formatting, fonts, and
layout across all devices and operating systems. This ensures
that the hiring manager sees your resume exactly as you
intended, without strange spacing or missing elements.

However, some companies specifically request Word documents
(.doc or .docx), particularly if they use an ATS that parses text
better in that format. Always read the job posting carefully. If the
employer does not specify, a PDF is generally the safest choice.
Avoid using image files, PowerPoint presentations, or other
unconventional formats unless explicitly requested.

Name Your File
Professionally

One of the most overlooked aspects of how to send a resume via
email is the file name. Never leave your document named
"Resume.pdf" or "MyResume.docx." Instead, use a clear,

professional naming convention that includes your name and the
word "resume." For example:

e Jane_Doe_Resume.pdf
e John_Smith_Resume_2025.pdf
e Marketing_Manager_Resume_Anna_Jones.docx

This makes it easy for the recruiter to find your file among dozens
of similar documents. It also demonstrates attention to detail and
organizational skills.

Customize Your Materials

Tailoring your resume and cover letter for each specific job
application is non-negotiable. Highlight the skills, experience, and
achievements that are most relevant to the role you are applying
for. A generic, one-size-fits-all resume is far less likely to catch a
recruiter's attention.

STEP 2: CRAFT AN EFFECTIVE EMAIL SUBJECT LINE

The subject line is the first thing a recruiter sees, and it often
determines whether your email is opened or ignored. When you
send your resume via email, the subject line should be clear,
concise, and informative.

Subject Line Best Practices

 Include the job title and, if applicable, the job ID or
reference number.

e Mention your name to personalize the email and make it
easy for the recruiter to identify you.

e Keep it brief but specific.

Examples of Strong Subject
Lines

Here are a few effective templates you can adapt:

1. Application for Marketing Manager Position - Jane
Doe

2. Resume: Software Engineer (Job ID 4512) - John
Smith

3. Candidate for Graphic Designer Role - Anna Lee

4. John Doe - Resume for Senior Accountant Opening

Avoid vague subject lines like "Resume" or "Job Application."
These lack context and can easily be overlooked or filtered into
spam folders.

STEP 3: WRITE A PROFESSIONAL EMAIL BODY

The body of your email serves as a brief introduction and a cover
note. It should be polite, direct, and professional. Do not simply
write "See attached" think of this as a mini cover letter that
highlights your interest and fit for the role.
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Salutation

If you know the hiring manager's name, use it. For example,
"Dear Ms. Johnson," or "Dear Mr. Patel." If you do not know their
name, use a general but polite greeting such as "Dear Hiring
Manager," or "Dear Team." Avoid overly casual greetings like
"Hey" or "Hi there."

Opening Paragraph

State the purpose of your email clearly and directly. Mention the
position you are applying for and where you saw the job listing.
For example:

"I am writing to apply for the Project Coordinator position at XYZ
Company, as advertised on LinkedIn. | am confident that my five
years of experience in managing cross-functional teams aligns
well with the requirements of this role."

Middle Paragraph

Briefly highlight one or two of your most relevant qualifications or
accomplishments. This is your chance to entice the reader to
open your resume. For example:

“In my previous role at ABC Corp, | successfully led a team that
reduced project turnaround times by 20% while maintaining
quality standards. | also have extensive experience with Agile
methodologies and stakeholder communication."

Closing Paragraph

Thank the reader for their time and express your enthusiasm for
the opportunity. Include a call to action, such as requesting an
interview or stating that you look forward to hearing from them.
For example:

"Thank you for considering my application. | have attached my
resume and cover letter for your review. | would welcome the
opportunity to discuss how my skills and experience can
contribute to the success of your team. | look forward to hearing
from you."

Professional Signature

End your email with a professional signature that includes your
full name, phone number, email address, and links to your
LinkedIn profile or professional portfolio if relevant. For example:

Best regards,

Jane Doe
jane.doe@email.com
(555) 123-4567
linkedin.com/in/janedoe

STEP 4: ATTACH YOUR RESUME PROPERLY

Attaching your resume seems straightforward, but there are
common mistakes you should avoid when you send your resume
via email.

Double-Check Your
Attachments

Always verify that you have actually attached the file before
clicking send. It is surprisingly common for candidates to forget

to attach their resume, which creates an unprofessional
impression and requires a follow-up email. After attaching the
file, confirm that the correct version is attached, especially if you
have multiple versions saved on your computer.

Use a Clean File Name

As mentioned earlier, ensure your file name is professional and
includes your name. Avoid special characters, numbers that do
not relate to your name or the job, or outdated versions marked
as "draft" or "old."

Attachment Size

Keep vyour file size reasonable. Most email servers have
attachment limits of 10MB to 25MB. A standard resume PDF is
usually under 1MB. If you are including a portfolio or additional
documents, consider compressing them or providing a link to an
online portfolio instead.

STEP 5: ADDITIONAL DOCUMENTS AND LINKS

In many cases, you may want to include more than just your
resume. Here is how to handle common supplementary materials.

Cover Letter

You have two options for submitting a cover letter. You can either
include it as a separate attachment or paste it into the body of
your email. If you attach it, use a clear file name like
"Jane_Doe_Cover_ Letter.pdf." If you paste it into the email body,
format it cleanly with short paragraphs and a professional tone.
Some recruiters prefer the email body approach because it saves
them from opening an additional file.

Portfolio or Work Samples

If the job requires a portfolio, include a link in the email body
rather than attaching large files. Use a professional platform like
Behance, GitHub, or your own website. Ensure the link is clickable
and leads to an up-to-date, well-organized portfolio.

References

Do not attach references unless the job posting specifically
requests them. Instead, you can include a line at the end of your
email: "References are available upon request." This keeps your
initial application clean and focused on your qualifications.

STEP 6: PROOFREAD AND TEST

Before you send your resume via email, take a few minutes to
proofread and test everything.

Spelling and Grammar

Read your email out loud to catch awkward phrasing or errors.
Use a tool like Grammarly or your email client's spell checker. A
single typo can undermine your professionalism and attention to
detail.

Test the Link

If you included a link to your portfolio, LinkedIn, or any other
online resource, click it yourself to ensure it works correctly. A
broken link is frustrating for the recruiter and can make you

2 How To Send A Resume Via Email

2024-02-21



How To Send A Resume Via Email 3

appear careless.

Send a Test Emaill

Consider sending the email to yourself first. This allows you to
see how the subject line, body, and attachment appear in the
recipient's inbox. Check that the formatting holds up and that the
attachment opens correctly.

STEP 7: TIMING AND FOLLOW-UP

When you send your resume via email, timing can play a subtle
role in how your application is perceived.

Best Times to Send

Aim to send your application during business hours on a
weekday. Early morning (between 8 AM and 10 AM) or just after
lunch (1 PM to 2 PM) are often good times. Avoid sending emails
late at night, on weekends, or during major holidays, as your
message may get buried in a pile of unread emails by the time
the recruiter returns to work.

Following Up

If you have not heard back within one to two weeks, it is
appropriate to send a polite follow-up email. Keep it brief and
professional. For example:

"Dear Ms. Johnson, | wanted to follow up on my application for the
Project Coordinator position, which | submitted on March 15th. |
remain very interested in the role and would appreciate any
update regarding the status of my candidacy. Thank you for your
time."

Remember that some companies take longer to review
applications, so be patient and avoid sending multiple follow-ups.

COMMON MISTAKES TO AVOID WHEN EMAILING YOUR

RESUME

Even experienced professionals sometimes make errors when
they send their resume via email. Here are some pitfalls to watch
out for:

e Using an unprofessional email address - Your email
address should be a variation of your name, not something
like "partyqirl123@email.com."

* Forgetting the attachment - Always double-check
before sending.

e Writing a generic email body - Tailor each message to
the specific job and company.

* Using excessive formatting or emojis - Keep it clean
and professional.

¢ Including sensitive personal information - Avoid
including your social security number, birth date, or bank
details.

* Sending to the wrong person - Verify the recipient's
email address carefully.

SAMPLE EMAIL TEMPLATE

To help you implement what you have learned, here is a clean,
professional template you can adapt:

Subject: Application for Marketing Coordinator - Sarah Williams
Dear Hiring Manager,

| am writing to express my interest in the Marketing Coordinator
position at Bright Ideas Agency, as advertised on Indeed. With
over three years of experience in digital marketing and content
strategy, | am excited about the opportunity to contribute to your
team.

In my current role at Creative Solutions, | successfully increased
organic social media engagement by 35% within six months and
led the launch of a new email marketing campaign that
generated a 20%



