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Quick	Navigation:	‘Please	find	attached’	is	a	somewhat	outdated	term	you	might	use	when	sending	a	job	application	through	email.	It	is	a	direct	way	of	keeping	the	hiring	manager	aware	of	what	they	will	find	in	your	job	application.	This	article	provides	instructions	and	examples	of	better	ways	to	write	‘please	find	attached’	in	an	email.	Should	you
say	‘please	find	attached’	on	your	application?	Your	application	is	a	formal	request	to	be	considered	for	a	job.	Usually,	such	forms	list	their	complete	requirements,	including	the	documents	that	must	be	attached.	If	your	resume	is	required,	the	employer	will	ask	for	it.	Saying	‘please	find	attached’	may	seem	a	bit	old-fashioned,	and	the	verb	‘find’	does
not	convey	the	exact	meaning	required.	Although	the	term	is	correct	grammatically,	it	is	exceptionally	formal	for	the	contemporary	era.	However,	it	is	still	necessary	to	indicate	the	presence	of	a	resume	in	email	while	following	the	modern	grammatical	trends.	List	of	other	ways	to	say	‘please	find	attached’	Here	are	some	different	ways	to	say	‘please
find	attached’	with	your	application:	‘I	have	attached	my	resume	for	your	consideration’	This	method	conveys	your	intention	indirectly	and	allows	for	maximum	clarity.	It	helps	to	avoid	poor	grammar	and	punctuation	style	and	also	sounds	polite.		‘My	resume	has	been	included	for	your	review’	This	way	is	direct	and	professional	while	also	asking	the
employer	to	review	your	resume.		‘Let	me	know	if	you	have	any	questions	about	my	resume	attached	below’	This	method	takes	an	indirect	approach	to	mention	the	attached	resume.	It	also	indicates	your	availability	and	willingness	to	clarify	any	doubts	of	the	employer,	and	it	creates	both	a	positive	and	cooperative	impression.	‘You	will	find	my	resume
attached	below’	Mentioning	that	the	employer	will	see	the	resume	attached	eliminates	the	confusion.	Writing	‘you	will’	makes	the	message	more	like	an	imperative	or	declaration,	while	‘please	find’,	makes	the	message	a	request.	Do	not	mention	anything	If	the	application	explicitly	says	that	a	resume	is	required,	you	do	not	need	to	reaffirm	that	it	has
been	sent.	The	employer	expects	to	find	your	resume	attached	to	the	email	or	physical	application.	How	to	decide	which	phrase	to	use	Your	decision	to	select	the	correct	statement	for	mentioning	your	resume	in	an	email	or	mail	should	be	based	on	the	following	steps.	1.	First,	check	if	the	application	explicitly	asks	you	to	send	a	resume	If	there	are
clear	instructions	in	the	application	to	attach	a	resume,	you	may	not	need	to	mention	anything	regarding	it.	For	example,	if	the	application	states,	‘Attach	one	hard	copy	of	your	resume	with	the	application,’	then	you	may	skip	mentioning	that	a	resume	is	attached.	You	may	state	that	the	required	resume	has	been	attached	as	a	reaffirmation,	however,
if	the	application	does	not	ask	for	a	resume	explicitly.	2.	Next,	analyze	the	job	context	If	your	intended	workplace	has	a	formal	environment,	you	must	use	a	formal	phrase.	For	example,	you	may	say,	‘The	resume	has	been	attached	for	your	review,’	or	‘The	resume	has	been	attached	for	your	consideration’.	However,	if	the	workplace	has	a	casual
environment,	you	may	use	phrases	like	‘I	have	included	my	resume’	or	‘Let	me	know	if	you	have	any	questions	about	my	resume	attached	below.’	3.	After	that,	accurately	state	the	placement	of	the	resume	Make	sure	to	state	exactly	where	the	resume	is	located.	For	example,	if	the	resume	is	attached	to	the	back	of	your	application,	you	may	say,	‘The
second	page	has	my	resume	details.’	However,	if	you	are	writing	an	email	application,	state,	‘I	have	attached	my	resume	below.’	4.	Fourth,	look	for	directions	mentioned	in	the	job	post	Sometimes,	the	application	mentions	a	specific	format.	You	must	follow	the	exact	format	specified	in	the	application.	For	example,	there	may	be	a	checkbox	in	your
application	to	tick	if	the	resume	is	attached.	Saying	that	you	have	attached	the	resume	again	may	be	unprofessional	in	such	cases.	5.	After	that,	make	sure	you	are	using	a	polite	and	professional	tone	Your	application	is	a	formal	document,	so	your	message	for	the	attached	resume	should	be	polite,	professional	and	well-worded.	Attaching	a	message
with	multiple	grammar	mistakes	or	informal	tone	may	create	a	negative	impression	on	your	employer.		6.	Sixth,	use	an	informative	name	for	your	resume	You	may	mention	the	name	of	the	file	in	your	application’s	resume	attachment	message.	For	example,	if	you	have	included	a	printout	of	your	Indeed	profile,	you	may	mention,	‘I	have	attached	my
professional	profile	for	review.’	Also,	if	you	are	writing	an	email,	you	may	say,	‘I	have	attached	the	link	to	my	web-based	resume	for	your	review.’	Providing	clear	information	about	the	attached	file	can	increase	the	clarity	of	the	message	and	create	a	positive	impression	on	the	employer.	7.	Then,	you	may	create	a	specific	reference	in	your	message
You	may	refer	to	your	resume	for	specific	information.	For	example,	if	you	are	sending	an	application	for	a	writing	job,	you	may	mention,	‘Please	refer	to	the	attached	resume	for	more	details	on	my	professional	writing	experience.’	Also,	you	may	combine	the	message	to	refer	to	multiple	items	attached.	For	example,	if	you	have	attached	both	your
resume	and	cover	letter	per	the	application’s	requirements,	say,	“I	have	attached	the	required	documents	for	your	review.’	If,	however,	you	have	attached	them	voluntarily,	say,	‘I	have	attached	my	resume	and	cover	letter	for	consideration.’	8.	Finally,	refer	to	the	application	You	may	refer	to	the	resume	within	the	application.	You	may	say,	‘As	the
attached	resume	shows,	I	have	worked	with	multiple	multinational	writing	firms.’	The	reference	must	fit	well	with	the	text	of	the	application.	You	must	refer	to	something	relevant	to	the	job	you	are	applying	to.	For	example,	if	you	are	applying	for	a	marketing	job,	say,	‘The	attached	resume	reviews	my	marketing	experience.’	‘Please	find	attached’
example	Here	is	an	example	of	an	email	message	indicating	an	attached	resume:	Subject:	Senior	Research	Analyst	job	application	–	Andy	Hugh	Dear	Hiring	Manager,	I	have	been	an	admirer	of	Vertix	Company	and	its	environmentally	friendly	policies	for	many	years.	Finally,	I	have	found	a	suitable	opportunity	to	work	with	Vertix.	I	wish	to	be
considered	for	the	Senior	Research	Analyst	position	at	your	firm.	I	believe	that	with	my	experience	and	qualifications,	I	can	bring	significant	expertise	to	the	position.	I	have	attached	my	resume	for	your	review.	I	look	forward	to	hearing	from	you	soon.	Regards,Andy	HughResearch	ConsultantSortep	LLC	“No	experience,	but	I	learn	things	really
quickly,	I	promise!”It	doesn’t	exactly	sound	professional,	does	it?	But	if	you	can’t	come	right	out	and	say	it,	how	can	you	let	hiring	managers	know	that	you’re	a	quick	learner?	You	have	four	different	places	—	we'll	go	into	each	one	in	the	article:Bullet	points:	A	line	like	"Optimized	financial	reporting	process	by	upgrading	accounting	system;	doubled
process	efficiency	and	reduced	errors	by	25%	within	one	year	of	joining	the	company"	tells	people	you	not	only	learn	quickly	but	also	make	impact	fast.Different	skills	and	departments:	One	thing	hiring	managers	love	to	see	is	a	broad	range	of	responsibility	—	perhaps	you	managed	a	team	that	involved	everything	from	design,	coding,	operations	and
marketing.	This	shows	you	are	able	to	learn	new	skills,	even	if	they're	outside	your	subject	matter	expertise.Skills	section:	Showing	knowledge	of	actively	learning	new	skills	is	another	good	way	to	show	you're	a	quick	learner.In	your	cover	letter	or	resume	summaryHow	to	show	you’re	a	quick	learnerIn	your	resume's	bullet	pointsLike	any	soft	skills,
you	should	demonstrate	that	you’re	a	fast	learner	through	your	bullet	point	accomplishments.	Choose	examples	that	demonstrate	your	ability	to	learn	quickly,	like	cross-training	in	other	departments	or	an	early	promotion.Let's	take	a	look	at	a	few	examples	of	actual	bullet	points	you	can	use	on	your	resume:Annotated	examples	of	bullet	points	that
show	how	to	say	you're	a	quick	learner	on	your	resumeDesigned	online	customer	support	center	comprising	of	a	self-service	knowledge	base	and	interactive	chat;	reduced	customer	support	calls	by	45%	within	the	first	8	monthsThe	keyword	"first	8	months"	is	an	effective	way	to	show	your	ability	to	make	immediate	impact	at	organizations	you	work
in.	Ultimately,	that's	what	recruiters	look	for	—	saying	you're	a	fast	learner	isn't	enough,	you	need	to	show	that	you	can	actually	implement	what	you	learned.Cut	projected	time	for	data	analysis	by	one	week	by	developing	reusable	ETL	components	using	Pentaho	KettleNothing	says	“fast	learner”	like	getting	things	done	ahead	of	schedule.	Include
accomplishments	where	you	expedited	a	process	or	fast-tracked	results.Promoted	within	12	months	due	to	strong	performance	and	organizational	impact	(one	year	ahead	of	schedule)Similarly,	an	early	promotion	is	always	a	good	thing	to	include	on	your	resume.	In	this	case,	it	underscores	that	your	ability	to	learn	quickly	was	noticed	by	others	and
resulted	in	business	gains.	Here's	how	these	bullet	points	could	fit	on	a	resume:Demonstrate	your	ability	to	learn	quickly	by	highlighting	relevant	accomplishments	in	your	bullet	pointsThe	structure	of	your	bullet	points	should	largely	remain	the	same:Start	your	bullet	point	with	a	relevant	action	verb,	like	Accelerated,	Mastered,	or	Expedited.	To
emphasize	being	a	fast	learner,	you	can	also	varying	up	your	action	verbs	and	use	ones	like	"Researched",	"Analyzed",	"Learned"	or	"Optimized"	which	all	show	you're	someone	who	can	learn	new	technical	skills.Remember	to	follow	this	up	with	exactly	what	you	did	and	what	it	achieved	for	the	company	—	numbers	and	metrics	are	your	friends.The
structure	of	your	bullet	points	when	showing	soft	skills	like	being	a	fast	learnerWhen	you’re	done,	use	Score	My	Resume	to	find	out	how	you	score	and	give	you	tips	on	how	to	quickly	improve	your	resume.Find	out	if	your	bullet	points	show	you're	a	quick	learner	One	of	the	easiest	ways	to	let	hiring	managers	know	you’re	a	quick	learner	is	to	use	your
resume	to	highlight	accomplishments	that	show	your	ability	to	learn	quickly	and	make	impact.	Upload	your	resume	to	the	tool	below	-	it’ll	let	you	know	if	you	have	highlighted	the	right	accomplishments	and	other	soft	skills.Varying	responsibilities	and	involvement	in	various	departmentsOne	thing	hiring	managers	love	to	see	is	a	broad	range	of
responsibility	—	perhaps	you	managed	a	team	that	involved	everything	from	design,	coding,	operations	and	marketing.	This	is	extremely	positive	from	a	hiring	manager's	perspective,	as	that	shows	you	were	able	to	quickly	get	up	to	speed	when	using	new	skills	in	a	professional	setting.So,	when	you're	writing	your	bullet	points,	make	sure	to	stress
different	skills	—	you	can	do	that	by	varying	up	your	use	of	action	verbs	and	highlighting	across	different	departments.	Let's	look	at	an	example:Led	evaluation	and	selection	of	new	CRM	system;	spearheaded	a	cross-functional	team	(Technology,	Business	Development,	Management)	to	implement	the	system;	successful	adoption	accelerated	revenue
growth	by	25%	in	1	yearDevised	a	pricing	and	branding	strategy	with	the	Strategy	team	to	launch	a	new	three-tier	pricing	model;	achieved	a	27%	increase	in	profit	Another	place	that	you	can	highlight	you're	a	fast	learner	is	in	your	resume	summary.	A	sentence	like	"Self-taught	Python	developer"	in	your	resume	summary	is	effective	at	doing	this.
Here's	a	summary	example	you	might	find	useful:Use	your	resume	summary	or	cover	letter	to	highlight	key	soft	skills	like	being	a	quick	learnerShow	you're	a	fast	learner	through	the	application	processIt’s	not	just	a	cliche	—	actions	really	do	speak	louder	than	words.	If	you	say	that	you’re	a	quick	learner	on	your	resume,	hiring	managers	will	be
looking	for	evidence	of	that	in	how	you	act	throughout	the	hiring	process.	That	means	you’ll	need	to:Take	initiative.	Seek	out	answers	for	yourself	rather	than	asking	the	recruiter	basic	questions.If	you	land	an	interview,	prepare	some	answers	for	behavioral	questions	that	show	your	ability	to	learn	quickly;	for	example,	a	time	you	picked	up	a	new	skill
at	work	or	were	able	to	work	independently	at	a	higher	than	expected	level.Be	prepared	to	hit	the	ground	running	when	you	start	the	new	job!	If	you’ve	sold	yourself	as	a	quick	learner,	you	may	need	to	forgo	some	basic	hand-holding.How	to	say	you're	a	quick	learner	in	your	cover	letter	Your	cover	letter,	if	you	have	one,	give	you	a	chance	to	expand	a
little	on	how	being	a	quick	learner	is	relevant	to	the	position	you’re	applying	for.	That	means	you	should:Focus	on	how	it	relates	to	the	job.	You	want	the	hiring	manager	to	understand	how	your	ability	to	learn	quickly	will	benefit	them.Use	concrete	examples,	similar	to	how	you	should	list	accomplishments	in	your	experience	section.Use	synonyms	so
you	aren’t	just	saying	“quick	learner”	over	and	over.	Try	“adept,”	“capable,”	“receptive,”	“retain	information,”	and	“able	to	quickly	grasp	new	concepts.”In	your	cover	letter,	you	can	use	sentences	like	the	following	to	show	you're	a	fast	learner:"I'm	someone	who	hits	the	ground	running	—	at	[Role],	I	implemented	a	new	process	to	reduce	customer
complains	by	20%	in	my	first	3	months.""Although	I	hadn't	formally	learned	or	programmed	in	Python,	I	was	able	to	quickly	learn	and	use	my	existing	programming	knowledge	to	start	fixing	bugs	in	just	the	first	two	months	after	joining""At	my	last	role,	I	quickly	got	up	to	speed	with	[new	system	or	process	that	you	have	not	used	before]..."	You	can
also	discuss	how	you	joined	a	new	role	that	was	very	different	to	my	last	role	—	increased	and	varied	responsibility	is	always	effective	at	showing	you're	a	quick	learner.Why	is	being	a	quick	learner	an	advantage?Being	a	quick	learner	can	be	a	valuable	skill	to	include	on	your	resume,	but	it	has	very	little	meaning	on	its	own.	Hiring	managers	don’t
necessarily	care	that	you’re	a	fast	learner,	but	they	do	care	what	you	can	do	with	it.	That	means	emphasizing	related	skills	like:Being	a	quick	learner	isn’t	about	being	smart	or	academic	performance,	so	don’t	focus	on	things	like	GPA	(unless	you’re	a	very	recent	graduate)	or	test	scores.	Instead,	focus	on	job-specific	skills,	like	the	ability	to	quickly
absorb	new	information	and	hit	the	ground	running	in	a	new	position,	or	requiring	minimal	supervision	to	get	the	job	done.	But	don’t	list	those	as	skills	or	buzzwords	—	remember	that	being	a	fast	learner	is	a	soft	skill,	which	means	you	need	to	demonstrate	it	through	your	accomplishments.Also	worth	keeping	in	mind	is	that	while	the	ability	to	learn
quickly	can	be	an	advantage	if	you’re	new	to	the	workforce	or	changing	careers,	it	doesn’t	replace	actual	experience.	Someone	with	relevant	skills,	education,	and	work	experience	on	their	resume	is	almost	always	going	to	be	more	appealing	to	a	hiring	manager	than	someone	they’ll	have	to	train,	however	briefly.More	examplesReady	to	get	started?
Here	are	some	other	examples	that	you	can	copy	directly	or	tailor	to	reflect	your	own	experience.Education	examplesRESUME	WORDED	UNIVERSITYMaster	of	Science	in	Management	with	Honors;	Major	in	ManagementExpected	May	2022Awards:	Bill	&	Melinda	Gates	Fellow	(only	5	awarded	to	class),	Director’s	List	(top	10%)CFA	INSTITUTECFA
Level	2August	2019One	of	the	best	ways	to	demonstrate	that	you’re	a	quick	learner	is	through	a	commitment	to	ongoing	learning.	In	addition	to	any	prestigious	awards,	make	sure	to	include	any	relevant	mid-career	qualifications	in	your	Education	section.Skills	section	examplesTechnical	Skills:	Advanced	in	Java,	PHP,	Javascript,	HTML/CSS;
Proficient	in	MATLABLanguages:	Fluent	in	French	(native),	English;	Conversational	Proficiency	in	ChineseIncluding	skills	you’ve	picked	up	—	including	technical	skills	and	foreign	languages	—	is	a	great	way	of	showing	your	ability	to	quickly	grasp	and	retain	information.You	can	show	you’re	a	quick	learner	by	including	any	technical	skills,	hard	skills
and	foreign	language	skills	you’ve	picked	up	(search	for	the	right	skills	using	the	tool	below!).Bullet	point	examplesUse	the	format	action	verb	+	what	you	did	+	what	the	result	was
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