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What’s in a name?

So you have had your CV professionally written, you have trawled the internet for vacancies, and tapped into the hidden jobs market through networking and now it is time to apply for the job. Before you do however; read the following article about common mistakes people make with email when applying for jobs.

Since its advent in the early 1970’s email has revolutionised the way we communicate, allowing near instant written communication across oceans and vast land masses without the previous delays, associated with post or telegrams. Email is increasingly used in the jobs market as a means of applying for jobs but have you ever stopped to wonder either of the following: what does your email address say about you? And would you ever say face to face what you have put in your email? These might sound obvious questions but for a job seeker they could be ‘make or break’. This might not seem very important but with an email you only have 3 seconds to make an impact and for a job seeker these seconds could be just as critical as the CV. 
If we look at the first question what does your email address say about you? We have all been there when you create your email address the temptation to be clever about your name, to call yourself something obscure, to recreate a childhood TV character, or something altogether more risqué, but the impression that this gives to friends is something totally different to the impression that it can give to recruiters. This might sound obvious but people are often so concerned about other aspects of the job search that this is something that gets forgotten. The email address that you use can give people an impression of the sort of person you are and as such you would want it to be a favourable impression. This does not mean that you should go out and change your email address to handsomebwonderful@anon.com, or amazing-spectacular@marsmail.co.uk. You should instead avoid using words that do not portray a professional image of yourself e.g. crazy, loopy, macho, superman or other fictional characters, big *****, no permutation will give a good reaction (unless your surname is big and it is used in the context of your full name), angel, or fairy. These are to name but a few of the most common words used in email addresses but this does not take into account the more obscene email addresses that are used or the addresses that are not publishable here but that people think make a good first impression on recruiters!
The name on the email address is not the only issue that can arise with email addresses, often the first choice email address that people want is already taken so as a compromise people add numbers to the email address. In itself this is of no issue at all, the issue can arise with the numbers people choose, and this is because the most common compromise is people add the two digits of their year of birth to the email address. This is now so common place recruiters can spot email addresses like this and as such they are able to work out a person’s age. Although this might not seem like a problem some unscrupulous recruiters could use this information to discriminate against you. This is a practice that shouldn’t happen as you should be judged on your experience and not your age but unfortunately this is still an issue in society that permeates some job markets. Therefore it is advisable that if you need to add numbers to an email address then use random numbers that have no significance to you, and use more than two.

Many people use company email addresses or student email addresses to apply for roles instead of using their personal accounts which is not an issue, but there are a couple of points that are worth noting. If you are hoping that your details are retained by the company or recruiter then be aware that once you leave University, College or your employer you will loose access to your email account, therefore people will be unable to contact you. The same is true if you change email addresses. Therefore if your circumstances change and so does your email address then inform anyone who might have your previous address so that they are still able to contact you should they have a vacancy that you may be interested in.

Now you have a suitably professional email address it is time to utilise it in your job search. When emailing recruiters with your CV there are a few points to note that will help you create the right first impression. The most important one is to not just send through a blank email with  your CV attached this does not create the right impression and can also lead to your CV potentially being lost in the system as there is no intended destination for the CV. According to recent research conducted by Yahoo Mail
 the five most common email ‘pet peeves’ are:

1. Use of text speak such as LOL and BTW (22%)
2. Mass distribution emails to 5 or more recipients (16%)

3. Use of ‘shouting’ CAPITAL letters (15%)

4. No entry in subject line (12%)

5. Read receipts (10%)

So hands up how many people have committed one of the above ‘peeves’ in an email application? As a guess there are an awful lot of people that have done one of the above, we probably all have at one time or another but when it comes to job applications being aware of the above can help your email be received in a more positive manner. This is especially true if you are sending an email to recruiters who deal with hundreds a day. Lets break down the above ‘peeves’ and look at them in a little more detail to try and explain why they are of such an annoyance. The use of text speak shows that you do not have a full comprehension or command of the English language and that you would rather take the quick route, which could be seen as an indication of your approach to work as well. 
The mass distribution of emails although might not seem to be as applicable to a job search as to forwarding funny emails it is. Generic emails that are sent to every recruitment agency and employer advertising a vacancy online is not advisable. Even if you hide the addresses of the people that it has been sent to these emails are easy to spot and create the impression that you are not particularly bothered which company or recruiter helps you, you haven’t taken the time to view the jobs available, and you couldn’t take the extra time to send out personalised emails to everybody. The most common type of email is the one flattering the company and explaining why they are such an attractive proposition to work for. However; is every company the same? No therefore the reasons a company is attractive to work for are also all different. This sort of approach also makes it very easy for recruiters to spot the emails. 

The use of capital letters is also unnecessary in an email to a recruiter as the best way to highlight specific information is on the CV there should be no information in the email that is not evident from the CV. There is an exception to the no capitals rule though and that applies to the use of them as reference codes. Recruiters and companies often have references for specific roles so that they are easily identifiable, these can sometimes involve capital letters. Therefore if they do, the use of capitals in that instance is acceptable. 
No entry in the subject line is never acceptable, would you go up to a stranger on the street and just start talking to them with no introduction or explanation as to what you are doing or why? No, therefore if you wouldn’t do it in person then don’t do it via email. The subject line of the email is the first thing that someone sees when you send them an email so make sure that it is informative and includes a reference if one is given for the role you wish to apply for.
A read receipt allows you to know that your email has been received by the intended recipient. This is especially useful when dealing with important documents however; although you might see that it is important to know that your application has been received there are a couple of potential issues. The first being a lack of trust on your part towards the recruiter or the employer and second a better impression is given if you follow the application up with a phone call. This allows you the opportunity to speak to the person dealing with the role and also to answer any questions they may have which they would possibly not have contacted you regarding but could ask when you are there on the phone.

It is hoped that this article has shed some light onto email and its use in your job search. Email is an important communication tool, research suggests that over a billion emails are sent every day, and it can play an important role in your job search in allowing you to apply for roles, send your CV and communicate effectively and quickly with recruiters and employers. 

For further information on professionally produced CVs contact specialistcv.com on 0845 3705657. 
� ‘The most annoying email habits ever are revealed by Yahoo! LOL!!!!’ � HYPERLINK "http://www.responsesource.com/releases/rel_display.php?relid=47248" ��http://www.responsesource.com/releases/rel_display.php?relid=47248� 





