Before You Hit Send — Things To Consider When Sending A Résumé

Posted by Matt LeBlanc on August 18, 2009 — Senior Recruiter at NGP
(Nashville Global Partners, LLC)

It seems so simple — find a job posting, craft an email that matters, fill out the
subject line, attach your résumé, hit send. | must be missing something because
that seemingly mindless task has been messed up by so many job-seekers in so
many ways. To help you ensure that you don’t end up in the ‘no’ stack for
something that shouldn’t get you there, here are a few ideas to consider when
sending a résumé in for opportunities you find on-line, in newspapers,

or anywhere else.

Make sure you are qualified. We are in the middle of doing a survey on the
where, when, why, and how recruiters and candidates look for and work together
and so far have collected 477 responses from third party and corporate
recruiters. When asked ‘Where in the recruiting process do most candidates
falter,” the overwhelming favorite is ‘Applying to jobs for which they are not
gualified’ with 48.3% of the vote (the next most popular has 16.5%).

If you do not meet at least 75% of the qualifications for any position you find
you should not apply - 99.99999% of the time if you do not meet the
gualifications you will not get called for an interview.

Follow directions. Many organizations have set rules on how they allow job-
seekers to apply for their openings. If they say to apply at 11:42 on Tuesday
morning to be considered you had better be sitting at your computer Tuesday at
11:41:59 ready to click send. Many candidates get eliminated right off of the bat
because of their inability to follow simple instructions.

Email vs. fax. If only an email address is given in the posting use it, if only a fax
number is given use it, if both an email and fax are given use the email.
Additionally, never (and | mean NEVER) call someone and ask if you can fax
them a résumé - you might as well go ahead and tell them you are an ace with a
typewriter.



Before You Hit Send — Things To Consider When Sending A Résumé

Your email. There are many different aspects of a creating a good email and all
of them need to come together for you to be successful when submitting your
résume.

e Your email address. This topic has been covered many times in many
different ways (including in our earlier posting, The Little Things Matter)
but it is worth mentioning again. Your email address DOES matter, make
sure it looks, feels, and sounds professional.

e Subject line of email. Whenever you send an email, particularly for in the
job-search, make sure that you have a subject line that effectively
describes why you are sending the person an email.

e Include a signature. At the bottom of any email you send when you are
looking for a job include a signature that has your name and the best
number and email address to reach you at for interview purposes

« Attaching your résumé. When you create a document you can name it
anyway that you choose (I have seen some very creative document
names over the years) — don’t just name your resume, resume — give it a
name, YOURS.

Take a look at the two examples below. Which looks more professional?

N —
Subject | Marketing Manager Opportunity (ref # 22345 gupject: | Marketing Manager Opportunity fref # 22345)
Attached: | ) ohn smith (Résuméldoc 10 KB Attached: | ] esume.doc 10 KB

e Double check your work. Make sure you check your spelling, grammar,
and capitalization — many organizations are sticklers for the simple things.
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Cover letters / emails. Cover letters / emails are one of the most overlooked
parts of a job-search - if done correctly they can increase your chances of getting
called.

It is important to remember to always send a cover letter / email to every position
that you apply to and to help ensure it is successful see the three tips below.

e« Attachment or body of email. Many recruiters and employers would
much rather see only one attachment (it makes our lives easier) in an
email so make it your résumé.

« What to include in the cover letter / email. The most effective cover
letters / emails do two things - reference the specific position to which you
are applying and include a comparison of what the company is looking for
compared to what you bring to the table.

« How to format it. If you are sending a formatted cover letter as an
attachment or as a cover page for faxing purposes it is generally a good
idea to format it exactly like you would your résumé in terms of heading,
typeset, margins, etc.



John Smith

100 Smith Drive

FrazkBs, TN

(615) 555-5555 jsmith/@hotmail.com

Anst 16, 2000

Hiring Official

Acms Company

1900 MMain Strest
Mashwilla, TH 372123757

RE: Database Marketing Marager

Hiring Official:

¥ nama iz John Smith and I undarstand fom wour websita that vou a2 secking a Datshasa
MWarksting hlanaser Plaass consider ms a3 qualifisd, motivatsd, and enthusiastic candidata for
this position. You will z22 that I mest and =woesd vour requirsments for this position.

YOTUR MEEDS

MY QUALIFICATIONS

3= waarz as a Marketing Associstahlanamar
wotking specifically with datshasa and
analytics

Familiarity with M3 SQL Sarvar and DE
Stediodisa PLUS

Fivavaarz of ovarall markating axparisnca,
induding, two a: 3 manarsr, and four wodking
with datshaza: and analytics

Pr=vious axperience in information
tachnolosy induding oo vaars a: a SQL
Barvar DEA.

Plaaza contact ma by phona at (615) 5555555 to dizouss how my skills and streneths match
vour naads. I appracists vour tima and considaration in reading my cover latter and resuma
and keaping my inguiry inte yvour opsn position confidantial.

Sincaraly,

John Bmith

If you choose to send it in the body of an email (again, recommended) you can
give the same exact information but it will not be as pleasing to the eye.



Subjert: | Database Marketing Managar Oppartunity [#RFIL)

Hiring Manager:

My name is John Smith and I understand from your website that you are seeking a Database

Marketing Manager. Please consider me a qualified, motivated, and enthusiastic candidate for

this position - you will see that I meet and exceed your requirements for this position.

¥YOUR REQUIREMENT: 3+ vears as a Marketing Associate/Manager working specifically with database

and analytics

MY QUALIFICATION: Five years of overall marketing experience, including two as a manager, and

four working with databases and analytics

YOUR REQUIREMENMT: Familiarity with M5 SQL Server and DB Studio is a PLUS

MY QUALIFICATION: Previous experience in information technology including two years as a SQL

Server DBA.

Please contact me by phone at (615) 555-5555 to discuss how my skills and strengths match your

needs. T appreciate your time and consideration in reading my cover letter and résumé and
keeping my inguiry into your open position confidential.

Sincerely,
John Smith

(615) 555-5555
jsmithggmall .com
wwd . linkedin.com/in/customurl

After applying. Ask your network (including those on LinkedIn, Facebook,
Twitter, and any other social networks) who they know (or who they that knows
someone that might know someone) that works in that particular company and
try to get a warm introduction.

To finish up | wanted to give you an idea of what recruiters see on a day in, day
out basis. Take a look at the two emails below - the first is a good example of an
email that | receive multiple times per day and the second | received a couple of
years ago. He was trying to be cute to get a call (which is fine as long as you can
walk the walk) but unfortunately he was not qualified for the position.

Subject: lab Opportunity

amached: B e ume docx (10 KE

Interested in your job opportunity.

—




Subject: Irquity about Dice bab Mumber migace

- Message | ] BRIAN.doc (T1 KB

Another candidate brought to you by Dice.com.

at dinner last night, a friend of mine told me that a cover letter should tell a little bit
about you that & resume doesn’'t. 50 here goes.

Getting to know Brian in "gquotations” and (parentheses).

“Crazy, mixed-up kid. He's totally lost.”
- Dad {Wanted me to be a lawyer like him.)

“Me's too short. Hls shots get blocked every time. HMelluva kid though. Writes pretty good.”™
y = Junior high school basketball coach/English teacher (Explaining to my mother why I went the
whole season on the bench and, inadvertently, why he lists “basketball coach " in title before
“English teacher.™)

“He's cute, but I can™t imagine marrying him.”
- First girlfriend in college {Overheard her saying to a friend as & large dinner party.
Obviously, she had more imaginatiom than she gawe herself credit for.)

S50 that s a little about me. I am wvery, very interested in discussing your available Quality
Assurance cpportunity. Please call me »t enhiesieiieiiiiie

Thanks so much for your time.
Warmest regards,

Brian e




