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Having an email account is one of the first steps in the job applications process! 

Your email needs to be a simple professional name as employers will see this. 

To create a Gmail account, follow the below steps: 

1. Go to www.gmail.com   

 

2. Select ‘Create an account’ on the right hand side of the screen. 

 

3. Next, enter your ‘First Name’ and ‘Last Name’, followed by your choice in ‘Username’ and then again in 
‘Password’. 

HOT TIP: Select a ‘Username’ that is professional, such as your name. This is because your user name forms 
your email address which is what Employers will see when you apply for jobs. 

4. Once completed, select ‘Next’. 

 

5. For security purposes, enter your mobile number. Google will then send you a 6-digit verification code that 

you must then enter.  

http://www.gmail.com/
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6. You can now enter a ‘recovery email’, this would be an email of someone who you trust to help recover your 

password if ever forgotten. Enter your ‘date of birth and gender’. Once completed, select Next. 

 

7. Learn how you can utilise your mobile number connected with your email account, read the ‘Privacy and 

Terms’ of the Google email account.  

 

8. Congratulations, you have now successfully set up your own email address! You can now go to www.gmail.com 
and sign in with your user name and password.  

  

 

http://www.gmail.com/

