Guidelines for Submitting Your Resumé via E-mail

by Ed Struzik, BEKS Data Services, Inc.


About 6 years ago, a lot of articles were written to coach Job Seekers on the best ways to format their Paper Resumés.  The articles covered things like Fonts used, Color of Paper, etc. That was a time when Paper was the predominant method of submitting your Resumé. But the Internet and electronic age has changed that. 

Nowadays, Resumés mostly travel electronically and one of the most common of those ways is via E-Mail. Well, guess what, there are some rules to follow when sending a Resumé via E-Mail as well. 

More and more companies are using software tools (like ResumePipe and others) to turn E-Mailed Resumés into Text Files. These Text Files are loaded into applicant tracking databases for search purposes. The E-Mails may contain a Cut/Pasted copy of a Resumé, an Attachment, or both. 

The aforementioned tools can automatically unpack Attachments. But there are limitations. Most often, such tools can unpack any Attachment that is a standard text file or word processing format. More specifically, a format that is openable by Microsoft Word - for example, .doc, .txt, .rtf, .wpd, .htm, .wps, etc.

Here are some guidelines to follow when E-Mailing your Resumé. Remember, Recruiters get volumes of Resumés. Sending them something that is not standard or normal prolongs the time to see your Resumé, if ever.  And, the software tools mentioned will not open some of these Attachment types … nor would one want them to.

	The basic rule …..

	Copy/Paste preferred over Attachments.
	This is the basic preferred rule … A Resumé that is Cut/Pasted into the body of an e-mail is preferred over an Attachment.  You save the Recruiter the time of having to launch another application to read your Resumé. 

	

	If you are compelled to attach something, then consider the following guidelines when doing so …..

	Do Not attach EXE files.
	An EXEcutable file could contain a virus, and no one will chance having their hard drive or network infected.

	
	

	Do Not attach ZIP files.
	Who’s to say the ZIP file doesn’t contain an infected EXEcutable.  And besides, can your Resumé be that large that you have to ZIP it?!

	
	

	Do Not attach Graphics files.
	Graphics files can be viewed, but they can’t be searched. Someone will have to Print & Scan the document or convert it to Text in some other manner. 

	
	

	Do Not attach documents  containing Mail Merges.
	If you send a document that references a Mail Merge Data Source, where on earth do you think the Recruiter or tool is going to find the Data Source?!! 

	
	

	Do Not attach documents containing embedded Macros.
	Similar to Mail Merges, the Macro may not be contained within the document. And, again, a Macro could contain a virus.

	
	

	Do Not attach Password-Protected documents.
	How would you expect someone or something to open it … without the password!!! Duh!!

	
	

	Do Not attach documents with Headers or Footers.
	This one seems innocent enough. But the fact is, doing a Select All to Copy/Paste your Resumé may not get the Header or Footer data. 

	
	

	Do Not include a Link to your Resumé somewhere on the web.
	You’d be assuming that a Recruiter has the time to hot link to your site to see your Resumé.  What if everyone did this?!!

	
	

	Do Not attach documents with Text Boxes.
	Another seemingly innocent situation. But the fact is, doing a Select All to Copy/Paste your Resumé may not get the Text Box. 

	
	

	Do Not attach Forwarded Messages.
	In most mail systems, you have the option to 'attach' a forwarded message or 'include' the text of a forwarded message.  For a number of reasons, you should 'include' the text.

	
	

	Do Not attach Multiple Documents.
	If you have a cover letter, Resumé, publications, references, etc., don't attach them all as separate documents … put them all in one. Think of the extra clicking you'd be putting a Recruiter through. 

	
	

	Other guidelines to consider …..

	Visit the employer's Website.
	If a prospective employer has a website, they may have an on-line application form or other preferred Resumé submission methods listed.  Check it out.

	

	Reference Company Tracking Codes.
	Most companies use a job tracking code of some sort … ie. Job Code, Requisition Code, Ad Code, Department Code, Position Code, etc.  Referencing this code on your Resumé, Cover Letter, or envelope, if mailing a hard copy, facilitates a Recruiter's tracking and search routines.

	
	

	Follow basic Resumé Formatting rules.
	Whether you are Copying/Pasting your Resumé into an E-Mail or mailing a hard copy, make sure your Name, Address, and other Contact information is contained at the top of your Resumé, followed by your Education, Experience, etc. Making a Recruiter search for your Address or Phone Number elsewhere in the Resumé is unproductive.

	
	


The bottom line, keep it basic and simple!!!


































