




















Don't spice thingsj
up with txt spk
If you're looking for an original way

to make a job application or emajl
stand out, don’t write it in text

\arEUBEe stgellingfare ;oo!sthat give sense to w'hat you say. Make sur‘e

S be taken serioubly, chrafb I . :f:u:e;'z:e Ca:i::i::t;:::d(or even triple!) check your email
4l your emails to make? sure VU‘U sound respectful and You want your emai|. to be clear and error-free, as
professicna’. Reserve smlIEY emoticons for message hoards recruiters have very little time to try to interpret what’you
and Facebook. Slangs and jargons are best avoided too. It really mean, and spelling slip-ups will show your lack of

totes mak +4ings confusing for ‘em recruiters!

Read up on basic
grammar and
check your spelling
carefully

Correct grammar, punctuation and

attention to detail.
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Signing off

Close your email as you would in a cover letter. You
should make the effort to get a contact name for your
application to address that person directly — so sign
off with "Yours sincerely" and use your full name.
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