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Stick with a professional email. 
1) Introduce yourself just as you would in a traditional paper cover letter. 
2) In the subject line, make it obvious why you are applying: “Application for office clerk position”
3) Be sure to change the name of the contact person and company if you are sending your resume to several employers.
4) If you are responding to an email, include the original message in the reply, so the receiver can put your e-mail into the correct context. Also, respond within two business days.

5) The message to the employer should say more than “see attached.”  Think about what you want to say to employers so that they will look at your resume.
6) Do not use emoticons (( ) or phonetic spellings (ur for your); remember, you are not writing an informal message to your friends.  You want to be taken seriously by the employer.

Don’t forget the basics….
1) Spell words correctly.  Don’t rely on spell check…it will not catch words that are spelled correctly, but are misused in the context of the message.
2) Never use all capital letters; employers will think that you are screaming at them.
3) Use a simple email address; stay away from unprofessional names, like “partygirl“ or “studmuffin.”
4) Read your message carefully before you click the send button. The tone of an e-mail can often be misinterpreted.

5) Have someone else proofread your message before you send it. It may be easier to find errors if you print and review your e-mail.

6) Name your document "your name, resume." Employers receive hundreds of resumes via e-mail. If you follow-up by asking recruiters if they received your e-mail, they won't have to look through 300 attachments called "resume."

7) Don't just rely on e-mail. E-mail can be lost. Follow-ups can often be done via the telephone or regular mail.
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