
Email Basics 

Applying for jobs via email involves sending potential employers 
an email message and an electronic copy of your CV. 

 

First steps 

Log in to your email account using 
your email address and password. 

Click on the Compose button. 

 

Composing your message 

Type in the email address of the recipient in 

the To field. 

Type in a title for your Email address in the 
Subject field. This should include the title of 
the position you are applying for. 

Type your message in the blank space       
provided. Remember your message is an    
important part of your job application. It should 
look professional like a covering letter.        

See Covering Letter Quick Guide. 

Also, Don’t forget to check your spelling! 

Attaching a CV 

Click the Paperclip icon 

Open the drive containing your CV 

Select your CV and click Open to attach 

Sending your email 

Finally click the blue send button                              
at the bottom left hand corner of 
your message. 

Type recipients email here 

Type subject here 

Type message here 

Remember applying for a job via email is a job search activity. 
Do not forget to record this on your Universal Jobmatch account. 



Opening and replying to an email 
 
Applying for a job via email may result in you being invited to an interview via email. It is therefore 
important that you check your email messages at least once a day. 
 
 
To view the email click on 
the email subject. 
 
 
 
 
 
 
To reply to the interview invi-
tation first click the reply 
icon. 
 
 
 
 
 
 
Type your message, then 
click the blue send button. 

 
 
 
 
 
 
Deleting emails 
 
Over time your email inbox will become cluttered. To keep your inbox tidy delete any unwanted 
emails by doing the following: 
 
Check the box to the left of the email(s) you want to delete, then click the ‘trash’ icon. 


