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How to apply for a job through email
AOL

Job summary

Job1D 1.0nce you have found
Posting Date the JOb YOU Wa nt,
S look for the contact
iRS ; information.
U'I')('—:gclo?c?and—Aberdeen

[Or'lcﬂgsr.,t’r:ioetsclassiﬂed 2 . When y0U have
Job type found this either
o copy it or write it
Application methods down .

Email: example@email.com

Aol 3.Go to www.mail.aol.com
. and enter your email
address and password.
Click 'Sign in’

Forgot password?

| Remember Me E’i . G

“ — : =2

v Search E-mail

4.Click on the ‘E-MAIL’
button

Sign up for a FREE account
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SEND | SAVE | SPELLING | DELETE NEW WIND-OW
Kelly Angel kelly.angel@acl.couk w CC BCC
To Email Bar (who you are sending the email to) L

subect: Email Subiect

mnmn:gz’gﬂ;zg—ec@

Your cover letter goes here

5. Write the email into the email bar.

6.The email subject should be the job name or job ID.
For example: Cleaner Position / Job Reference:123

7.Add your cover letter from the Universal Jobmatch
website or write a new one.

8.Click on the paperclip icon ¢ and attach your CV from
your USB stick or computer desktop.

9. Double check everything.

10. 2=i2  Click send!
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Good luck! @

Checklist
Before you click send make sure you have remembered
everything.

e Correct email in email bar H
e Subject is the job title or job ID H
e You have included your cover letter n
e Your CV is attached O
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