
 

 

 

 

BECOMING AN EFFECTIVE COMMUNICATOR
	

Welcome to this challenge! In this module, you will work with Eric to help him become an effective communicator. 

This module is an accessible PDF that can be read by activating the Read Out Loud functionality within the Adobe 

Acrobat Pro Reader. As with all accessible PDF documents, it is also compatible with the JAWS screen reader.

To activate the Read Out Loud functionality: 


Choose View, then Read Out Loud and Activate Read Out Loud. 


Once the Read Out Loud functionality is on, to navigate the document you will have to: 


Press the DOWN ARROW to advance from one item to the next. 


Press the UP ARROW to go back to an item previously read. 


The items include the page and the main section headings, each sentence of the running text and each sentence in 

the question and feedback tables. 


You can also navigate the module chapters by using the Bookmarks. To display them, click on the Bookmark tab on 

the left side menu of your Adobe Reader interface. 
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WELCOME TO THIS CHALLENGE! 

Developing communication skills: How to become an effective communicator in business 

As a graduate student in mechanical engineering, Eric knows that impeccable communication skills are an invaluable 

asset in academia as well as in a workplace setting. 

Your mission is to help Eric hone his general, written and oral communication skills and develop a professional 

reputation on social media. 

While answering Eric’s questions, you can also consult the Advisor’s tips at the end of each question to review a few 

useful pointers. For additional guidance, go to the Resources section to learn some communication best practices. 

Should you succeed, you will earn the PROFESSIONAL RHETORIC badge, one of the five components of your 

professional skills profile. 

Let's start by helping Eric get in touch with Ms. McLure, Director of Research at Avidan. He wants to apply for an 

internship at this company. 



MEET ERIC 

You’ve organized a video call to meet Eric and learn more about his needs. The call starts. Eric is in his study and 

introduces himself:  

“Hi, my name’s Eric. I’m a graduate student in Mechanical Engineering working on a research project with the Avidan 

Corporation. I hope to be employed by them when I finish my Master’s, since they are a great company. 

Now more than ever, I need to work on my communication skills, as my future success will depend on my ability to 

effectively convey my ideas and interact professionally with a range of people. And that’s where you come in!” 



 

  

 

  

  

 

   

  

   

GENERAL COMMUNICATION SKILLS 

Eric continues: 

͡I need your help to get in touch with Ms. McLure, Director of Research at Avidan. 

I met her last semester when she gave a talk on current technology in the industry, and I would like to apply for an 

internship at her company. Where should I start?͢ 

What advice do you have for Eric?
	

Select ALL THE ANSWERS that apply, then review the feedback on the next page.		

Answer Options 

A. Look up Ms. Ͱ̼ͪϡθ͊͞μ ͪΉΘ͊͆͛ εθΩ͔ΉΛ͊ ̮͆ ̼ΩΡε̮ϳ ϭ̻͊μΉφ͊΄ 

B. Schedule a meeting with Ms. McLure to present your case in person. 

C. Write a first draft of an email for Ms. Ͱ̼ͪϡθ͊ ̮͆ ϭ͊͞ΛΛ θ͊ϬΉ͊ϭ Ήφ φΩͼ͊φΆ͊θ΄ 

Advisor's tip 

You should do some research on the people you are about to interact with before engaging them: look them up on 

their company website or check out their bios.  


Once this is done, tailor your message:  


Adjust your communication style and message based on whom you are addressing. 


Put yourself in the shoes of your listener. 


Craft your message to make it clear to your audience. 




  

   

   

 

  

  

 

 

  

  

 

 

  

GENERAL COMMUNICATION SKILLS - Feedback 

If you selected answer A, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ My acquaintance with Ms. McLure is superficial. Taking the time to learn more about her and 

her company will help me tailor my message and make a greater impact.͢

You score 10 points. This is the correct answer. 

If you selected answer B, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ She most likely will not even remember me, so I doubt she would grant me a meeting 

right away.͢ 

You score 0 points. 

If you selected answer C, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ Obviously I would need to rework any draft I can come up with when I am ready to 

ϭθΉφ͊ φΩ Ά͊θ΄ ΐΆ͊ φΆΉͼ Ήμ ͛ ͆Ω Ωφ ΘΩϭ ϭΆ͊θ͊ φΩ μφ̮θφ΅͢ 

You score 0 points. 



 

 

 

    

  

 

 
 

 

 

WRITTEN COMMUNICATION SKILLS – EMAIL

A 
B 

C 

D 

A few hours later, you touch base again and Eric explains his next step to you: 

͡Alright, according to what I know about Ms. McLure, I need to make sure my email is professional and concise. And 

courteous, of course! H͊θ͊͞μ ϭΆ̮φ ͛ Ά̮Ϭe so far. What do you think? Is there anything I should change?͢ 

Eric’s email could use some edits. 

Select ALL THE ELEMENTS that need to be corrected. 

Answer Choices: 

A. The subject line: “DΩ ΦΩϡ Ά͊Ρ͊Ρ̻͊θ Ͱ͊͢

B. The salutation: ͡H͊ϳ Ms. McLure͢

C. The first paragraph: ͡Π͊ ̻θΉ͔͊Λϳ Ρ͊φ Λ̮μφ μ͊Ρ͊μφ͊θ ̮͔φ͊θ ̮ εθ͊μ͊φ̮φΉΩ ϳΩϡ ͼ̮Ϭ͊ Ω ͡EΡ͊θͼΉͼ
ΐ̼͊ΆΩΛΩͼΉ͊μ Ή φΆ͊ Ͱ̮ϡ͔̮̼φϡθΉͼ ͛͆ϡμφθϳ͢ ̮φ Ωϡθ θ͊μ̮͊θ̼Ά ΉμφΉφϡφ͊ ̮φ Ͱ̮̼΄ ͛ θ̮͊ΛΛϳ ΛΉΘ͊͆ ϳΩϡθ 

presentation and having an opportunity to chat with you afterwards. During our discussion, you 

mentioned ϳΩϡθ ̼ΩΡε̮ϳ ϭ̮μ ΛΩΩΘΉͼ φΩ ͔ΉΛΛ μΩΡ͊ Ήφ͊θμΆΉε εΩμΉφΉΩμ΄͢ 

D. The last sentence: ͡Please let me know if Avidan is still looking to hire interns, and if so, how I

can formally apply.͢ 



 

 

 

 

 

 

Advisor's tip 

It takes time to write a good email. Thought should be given to the person you are addressing and what message you 

want to convey. Doing so, remember to: 

Be courteous: Always be polite in emails. Emails are more formal than text messaging. Address the person in a 

respectful way, and use appropriate titles. Start with a friendly greeting and offer a brief explanation of why 

you're contacting them.

Use a clear subject line: This indicates to the reader what they can expect from your correspondence and helps

recipients better track messages. 

Proofread: Take time to proofread your email and check for any typos or grammatical issues. 

Be concise but complete: 
Make your point as clearly as possible and as quickly as possible.
	
Keep your message focused.
	
Provide all the information required to take whatever action you’re requesting of them.
	



   

  

 

 

  

 

   

  

  

 

  

WRITTEN COMMUNICATION SKILLS – EMAIL – Feedback

If you selected answers A, B and C, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ ͛ μΆΩϡΛ͆ ̼ΩΡ͊ ϡε ϭΉφΆ ̮ ̻͊φφ͊θ μϡ̻Ε̼͊φ ΛΉ͊΄ ͛ μΆΩϡΛ͆ ̮ΛμΩ ̼ΩμΉ͆͊θ ̮ ̻͊φφ͊θ ͼθ͊͊φΉͼ φΆ̮ ΆH͊ϳ Ͱμ.

Ͱ̼ͪϡθ͊͞; I should probably address her in a more formal way. Finally, I shouΛ͆ θ̮͊ΛΛϳ ͼ͊φ φΩ φΆ͊ εΩΉφ θΉͼΆφ ̮ϭ̮ϳ΄͢ 

You score 10 points. These are the correct answers. 

If you did not select ALL the correct answers (A, B and C), Eric replies: 

͛͡ ̼̮ μ͊͊ ϳΩϡ ̮θ͊ θΉͼΆφ ̻ϡφ φΆ͊θ͊ ̮θ͊ μφΉΛΛ μΩΡ͊ φΆΉͼμ ͛ φΆΉΘ ͛ μΆΩϡΛ͆ ̼Ά̮ͼ͊΄͢ 

You score 5 points. 

If you only selected answer D, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ ͛ ϭ̮φ φΩ Ρ̮Θ͊ Ήφ ̼Λ̮͊θ ϭΆ̮φ μΆ͊ ̼̮ ̮̼φϡ̮ΛΛϳ ͆Ω ͔Ωθ Ρ͊ ̮͆ ͛ μφΉΛΛ φΆΉΘ φΆ͊θ͊ ̮θ͊ μΩΡ͊ 

things I should change.͢ 

You score 0 points. 



  

  

  

  

  

ORAL COMMUNICATION SKILLS – PRESENTATION

Now that Eric has sent his email to Ms. McLure, he would like to ask your help with another communication task. 

He says: 

͡Well, that takes care of that for now. But there might be another way that I can show my interest to Avidan. 

ΐΆ͊θ͊͞μ φΆΉμ εθ͊μ͊φ̮φΉΩ ͛͞Ρ ͼΉϬΉͼ ̮φ Ρϳ θ͊μ̮͊θ̼Ά ̼͊φθ͊͞μ μ͊ΡΉ̮θ ͊ϲφ ϭ͊͊Θ ̮͆ Ρ͊Ρ̻͊θμ ͔θΩΡ !ϬΉ̮͆ ΡΉͼΆφ 

̮φφ͊͆΄ ͛ must say I am a bit nervous. Any advice on how I should prepare?͢ 

What advice do you have for Eric? 	

Select ALL THE ANSWERS that apply, then review the feedback on the next page. 

Answer Options 

A. Prepare an elevator pitch summarizing the purpose of your presentation. 

B. Include all information on your visual aid so you do not forget any. 

C. Highlight the key points you want to present and identify the required information around them. 

D. Practice in front of an audience. You must accept being nervous and not let it stop you. 

Advisor's tip 

PresentatiΩμ ̮θ͊ ΉΡεΩθφ̮φ φΩ ̮ Ή͆ΉϬΉ͆ϡ̮Λ͞μ μϡ̼̼͊μμ ϭΉφΆΉ an ̮̼̮͆͊ΡΉc Ωθ ̮ ϭΩθΘ ͊ϬΉθΩΡ͊φ΄ �̮θ͊͊θ ͼθΩϭφΆ

Ω͔φ͊ requires you to present your ideas or those of your team or research group. Effective presentations can save

time and project a favourable image of you, your company and your research. Consider:  

Preparation: Try to write the purpose in a single, meaningful sentence.		

Organization: Map it out using pen and paper or a whiteboard.		

Slides: These are used to illuminate and emphasize. They are not the presentation itself.		

Delivery: Practice, practice, practice. Know your presentation by heart.		



    

 

   

  

    

 

  

   

 

  

ORAL COMMUNICATION SKILLS – PRESENTATION – Feedback

If you selected answers A, C and D, Eric replies: 

͡ΦΩϡ͞θe right! ͨΉ͆ Ω͔ φΆ͊ ΩΛ͆ ͡ͼ͊φ εθ͊ε̮θ͊͆ ͼ͊φ Ωθͼ̮Ήϸ͊͆ ̮͆ ͆͊ΛΉϬ͊θ͢ μφθ̮φ͊ͼϳ΄ ͛ ΛΉΘ͊ ΉφͶ͢ 

You score 10 points. These are the correct answers. 

If you only selected answer B, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ But then my visual aid would be better off reformatted as a paper in itself!͢ 

You score 0 points. 

If you did not select ALL the correct answers, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ I really think there is more I can do to better prepare.͢ 

You score 5 points. 



 

  

  

 

UNTIL THEN…
	

Eric is now about to focus on preparing his presentation; he tells you: 

͛͡͞ll get to work then. You know, you should come to the seminar. It would be great to see a friendly face in the 

audience, and we could discϡμμ Ρϳ εθ͊μ͊φ̮φΉΩ ̮͔φ͊θϭ̮θ͆μ΅͢ 



  

  

ERIC’S PRESENT!TION 

You are at the seminar. Thanks to your advice, Eric adequately prepared for his presentation. He did not need to 

read his notes during the talk and really managed to convey his enthusiasm to the audience. He even dressed up 

for the occasion. You should go and congratulate him! 



 

 

 

  

   

      

      

 

SMALL TALK 

Eric sees you coming to him; he tells you: 

͡ͷΆ ϳΩϡ ̼̮Ρ͊Ͷ ͛͞Ρ ͼΛ̮͆ φΩ μ͊͊ ϳΩϡ ͛ ͆Ή͆ Ωφ ͊ϲε̼͊φ φΩ μ͊͊ μΩ Ρany people from Avidan here. Most of the students 

either left or are engaged in a conversation already, so ͛ ͆Ω͞φ ΘΩϭ ϭΆΩ φΩ go talk to, or what to say. What should I 

do?͢ 

What advice do you have for Eric? 


Select your answer, then review the feedback on the next page. 


Answer Options 

A. Nonsense, you are the star of this crowd! Talk about your presentation. 

B. The key is to find someone with whom you can easily relate and talk to them. 

C. ΠΆϳ ͆Ω͞φ ϭ͊ φ̮Θ͊ a moment to see how others practice the fine art of conversation? 

Advisor's tip 

Ά̮̼͊Ά Ωϡφ φΩ ε͊ΩεΛ͊ ͊Ϭ͊ φΆΩϡͼΆ ϳΩϡ ͆Ω͞φ ΘΩϭ φΆ͊Ρ΄ �θ̮͊ΘΉͼ Ωut of your comfort zone and building new 

connections can be a great way to broaden your professional network, learn about new opportunities, and introduce 

you to new ideas. 



  

 

 

  

 

  

 

  

  

 

 

  

SMALL TALK – Feedback

If you selected answer A, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ In fact, that sounds incredibly conceited!͢ 

You score 0 points. 

If you selected answer B, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ That would not contribute greatly to expanding my network. To make the most out of 

this, I must diversify my contacts.͢ 

You score 0 points. 

If you selected answer C, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ I undersφ̮͆ φΆ͊θ͊ ̮θ͊ μΩΡ͊ Θ͊ϳ ̼Ω̼͊εφμ regarding μΡ̮ΛΛ φ̮ΛΘ ͛ μΆΩϡΛ͆ εϡφ Ή εθ̮̼φΉ̼͊΄ ͪ͊φ͞μ μ͊͊

ΆΩϭ ΩφΆ͊θμ are faring.͢ 

You score 10 points. This is the correct answer. 



 

 

 

  

 

  

WATCH AND LEARN 

Eric is now about to mingle with the other attendees. 

ͪ͊͡φ͞μ μ͊͊΄ ΠΆΩ μΆΩϡΛ͆ ͛ ε̮ϳ ̮φφ͊φΉΩ φΩ ̮͆ ϭΆ̮φ ̼̮ ͛ Λ̮͊θ ͔θΩΡ φΆ͊Ρ͢ 

He also spotted Ms. McLure in the crowd! He tells you:  

“Hey, that’s Ms. McLure! Now would be the perfect moment to talk to her so we can make better acquaintance. Who 

knows, this might help my application for the internship I told you about.” 

There are three people whom Eric should talk to. Below is a description of what he could learn from each person. 

The first person is smiling in a courteous manner. 

When going out of your way to meet new people, remember to always do so courteously. Smile and greet people 

you encounter, even if you do not know them. 

The second person has been talking to three different people already. 

Learn how to converse with a diverse range of people (ages, backgrounds, interests) about both work-related and 

personal issues. Be prepared to listen and ask people about themselves. 

The third person is Ms. McLure. 

Engaging in small talk with her will allow you to make better acquaintance. 

VTran
Sticky Note
Rejected set by VTran



 

   

  

 

   

SOCIAL MEDIA
 

Before leaving the seminar, Eric and you briefly discuss how his conversation went. He says:  

͡ͷΘay, so I just had a quick talk with Ms. McLure. She said she enjoyed my presentation, and commented on my 

earlier email about the internship. She apparently looked me up on LinkedIn but didn't see any mention of my 

research. I think it is time I update my ͪΉΘ͊͆͛ εθΩ͔ΉΛ͊΄͢ 



  

  

  

      

  

 

  

   

ERIC’S LINKEDIN PROFILE – PICTURE

The next day, you help Eric pick a new picture for his LinkedIn profile. He explains: 

͡Alright, here it is! ͪ͊φ͞μ θ͊ϬΉ͊ϭ ̮̼͊Ά μ̼͊φΉΩ φΩͼ͊φΆ͊θ, ̮͆ you can φ͊ΛΛ Ρ͊ Ή͔ ͛ μΆΩϡΛ͆ ̼Ά̮ͼ͊ Ήφ Ωθ Ή͔ Ήφ Ήμ ΩΘ̮ϳ΄͢

Below are the descriptions of Eric’s top 3 picks for a profile picture. Which one should he choose? 

Select your answer, then review the feedback on the next page. 

Answer Options 

A. Close-up picture of Eric, from chest up, wearing professional attire. 

B. Picture of Eric standing in front of a monument in casual wear. 

C. Picture of Eric, dressed in professional attire, standing in front of a whiteboard/giving a presentation. 

Advisor's tip 

How you present yourself on social media can either enhance or diminish your professional reputation. LinkedIn 

can be a powerful way to connect with potential employers, collaborators and peers.  

Include good quality photos. Ensure that your photo is a close-up and that you are wearing professional attire. You 

may also want to consider adding pictures of your work experiments, technology you’ve created, or action shots 

of you working in your lab. 



    

  

 

 

   

 

 

 

  

ERIC’S LINKEDIN PROFILE – PICTURE – Feedback

If you selected A, Eric replies: 

͡ΦΩϡ͞θ͊ θΉght! I want people to recognize me easily. I could also include additional pictures showcasing what I do, 

like action shots of my presentation!͢ 

You score 10 points. This is the correct answer. 

If you selected B or C, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ that. I want people to recognize me easily. In fact, I could also include additional pictures 

showcasing what I do, like action shots of my presentation!͢ 

You score 0 points. 



  

   

 

  

 

 

 

ERIC’S LINKEDIN PROFILE – SUMMARY 

Up next, you look at Eric’s profile summary. It reads: 

͛ ̮Ρ ̼ϡθθ͊φΛϳ ̮ μφϡ͆͊φ ̮φ Ͱ̼Ͱ̮μφ͊θ ΔΉϬ͊θμΉφϳ Ή ḪΡΉΛφΩ ͷφ̮θΉΩ ϭΩθΘΉͼ Ω ̮͊θΉͼ Ρϳ Ͱ̮μφ͊θ͞μ ͆͊ͼθ͊͊ Ή 

Mechanical Engineering. My family has a long history of working in engineering and my passion is to solve tough 

problems. My dream is to work as a mechanical engineer in the manufacturing industry. 

Should Eric work on his profile summary?
	

Select your answer, then review the feedback on the next page. 

Answer Options 

Yes. Try to turn it into an elevator pitch. 

No. Your text should be as complete as possible. 

Advisor's tip 

Keep your text concise and meaningful. Add the right key words so your profile shows up in search engines. 


Edit your public profile to ensure it stands out. LΉΘ͊͆͛ ͼΉϬ͊μ ϳΩϡ φΆ͊ ̮̻ΉΛΉφϳ φΩ Ή̼Λϡ͆͊ ̮μ Ρϡ̼Ά Ωθ ̮μ ΛΉφφΛ͊ ̮μ ϳΩϡ͆͞ 

like in your public feature. 




    

  

 

 

   

  

   

 

  

ERIC’S LINKEDIN PROFILE – SUMMARY – Feedback

If you selected “Yes”, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφ! I have to achieve maximum impact. I will focus on my expertise and achievements in an attention-

ͼθ̮̻̻Ήͼ ϭ̮ϳ΄͢ 

You score 10 points. This is the correct answer. 

If you selected “No”, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ that. People quickly browse through a profile. I should make this short and sweet. I want to 

grab their attention, not exhaust it.͢ 

You score 0 points. 



   

    

 

  

 

  

 

ERIC’S LINKEDIN PROFILE – LINKS
 

Now you move on to adding links. Eric explains: 

͛͡͞Ρ ̮ΛμΩ φΆΉΘΉͼ ̮̻Ωϡφ ̮͆͆Ήͼ ΛΉΘμ φΩ Ρϳ εθ͊μ͊φ̮tion and content I find interesting. Do you think that is a good 

Ή̮͆͊͢ 

Should Eric add links to content he finds interesting?
	

Select your answer, then review the feedback on the next page. 

Answer Options 

Yes. Including noteworthy and high-quality content is definitely a good idea. 

No. Adding your content is fine, but you should not add anything superfluous. 

Advisor's tip 

Highlighting your best awards and publications, and adding links to some noteworthy and attractive content is 

another way of ensuring your LinkedIn profile will stand out. 



     

   

   

 

   

   

 

  

  

ERIC’S LINKEDIN PROFILE – LINKS – Feedback

If you selected “Yes”, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ Obviously, everything I add would have to be professional, but showcasing additional content is 

a great way to communicate information to the public and people in the industry.͢

You score 10 points. This is the correct answer. 

If you selected “No”, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φhat. As long as it is referenced and professional, showcasing additional content is a 

great way to communicate information to the public and people in the industry.͢

You score 0 points. 



 

  

  

GREAT NEWS! 

Thanks to your help and guidance, Eric has been selected for an internship at Ms. McLure’s company, where he has 

been assigned to design new seals for their compressor technology. This experience will help him when he returns 

to McMaster to finish his thesis project. 



  

   

  

 

  

   

 

   

  

 

 

THE TECHNICAL MEMORANDUM 

You call him to follow up, and he tells you: 

͡Oh, hi again. Did you hear? I got the intern position I applied for a while back. In fact, I am currently working on my 

first assignment: ͛ Ά̮Ϭ͊ φΩ ϭθΉφ͊ ̮ φ̼͊ΆΉ̼̮Λ Ρ͊ΡΩ Ω μ̮͊ΛΉͼ Ρ̮φ͊θΉ̮Λ με̼͊Ή͔Ή̼̮φΉΩμ΄ ͛͞m almost done. I know my facts, 

and now, all I have to do is to write it. I thought you could help.

Do you have any general advice for writing memos?͢ 

What advice do you have for Eric?
	

Select ALL THE ANSWERS that apply, then review the feedback on the next page. 

Answer Options 

A. Be thorough and complete. Demonstrate that you have done research. 

B. Use precise subheadings, including an opening statement with the purpose and objectives.

C. End your memo with suggested outcomes: results or actions that ought to be taken. 

D. Use the pyramid style of writing. 

Advisor's tip 

A memo is a brief, straightforward piece of writing to provide a direct and concise update within a company or group.
 

Most are written as emails or short letters.  


Keep in mind that these are designed for readers who are familiar with the subject matter. Imagine a busy executive
 

who only has time to glance at the page. 



  

 

 

 

  

   

  

 

  

  

 

  

THE TECHNICAL MEMORANDUM – Feedback

If you selected answer A, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ Given that most people I will send it to will probably browse through it quickly, I

think I should be concise and direct rather than exhaustive.͢ 

You score 0 points. 

If you selected answers B, C and D, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ 

Knowing I write this for people familiar with the subject, I should get straight to the point. Furthermore, to make it 

worth their while, I also need to come up with useful conclusions and outcomes based on my knowledge of the 

subject.͢ 

You score 10 points. This is the correct answer. 

If you did not select ALL the correct answers, Eric replies: 

͡Okay, what else?͢ 

You score 5 points. 



 

 

 

   

 

                   

 

   

                   

  

 

                   

 

  

                   

WRITING A MEMO
 

Eric decides to show you what he has already written: 

͡!ΛθΉͼΆφ μΩ Ά͊θ͊ Ήμ ϭΆ̮φ ͛ Ά̮Ϭ͊ μΩ ͔̮θ΄ �̮ ϳΩϡ φ̮Θ͊ ̮ ΛΩΩΘ φΩ Ρ̮Θ͊ μϡθ͊ φΆ͊ μ͊ηϡ̼͊͊ Ή ϭΆΉ̼Ά ͛ εθ͊μ͊φ Ρϳ 

̮θͼϡΡ͊φμ Ήμ ΩεφΉΡ̮Λ͢ 

For each section, select the appropriate order number in which it should appear in Eric’s memo, then review 

the feedback on the next page. 

Answer Options 

Part A. We should switch to this new seal material for a portion of our projects only, which would be proportional 

to the ratio of projects that involve manufacturing plant tanks over 1,500,000 cubic feet versus those that do not. 

1 2 3 4 

Part B. Analysis of our former projects and industry research show that the operational estimates for a switch of 

materials in the Avidan compressor design seem valid, though it relies on little data. 

1 2 3 4 

Part C. This text briefly analyzes the compatibility of seal materials with the gases used by the Avidan compressor, 

determining their cost and long term durability. 

1 2 3 4 

Part D. The compressor allows for 30% more efficient atmospheric control in plant tanks with a minimum volume 

of 1,500,000 cubic feet. The initial cost of this compressor is 50% less than the traditional ones 

1 2 3 4 



Advisor's tip 

A good memo should include the following: 

Precise subheadings, including an opening statement with the purpose and objectives.		

The pyramid style of writing: get to your most important point first, then describe your problem, project 

or situation, facts and outcome as required.		

Background that covers the “what” and “who” of your project, research, etc., while the facts cover “why,” 

“how” and “what”?		

Outcomes: the results or actions that should be taken.		



   

      

  

  

 

 

WRITING A MEMO – Feedback 

If you placed part A in fourth position, part B in third, part C in first and part D in second position, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ Using the pyramid style of writing, I should start with a clear summary of the most important points 

considered, then present the background of the situation, research and analysis, then end with recommended 

outcomes!͢ 

You scored 10 points if you got the order correct. Otherwise, you scored 0 points. 



  

  

 

  

  

   

  

 

ATTENDING A MEETING 

Now that his memo is ready, Eric has one more question: 

͡Great, thank you. Now the only thing left is for me to attend the meeting where the memo will be discussed. Do you 

have any tips on how I should prepare?͢ 

What advice do you have for Eric?
	

Select ALL THE ANSWERS that apply, then review the feedback on the next page.		

Answer Options 

A. Show up on time or slightly in advance and be mindful of your body language.

B. As an intern, listen to others: be respectful of their opinions, and speak only when spoken to. 

C. Speak up when you can add a thought to the discussion or ask questions. Just make sure to remain 

respectful and succinct. 

D. Refrain from taking on duties if an action plan is being created at the end of the meeting. 



  

Advisor's tip 

Whenever you take part in a meeting, whether you are leading it or simply participating, remember: 

Prepare in advance for the meeting: Do some research and take notes ahead of time to gather your thoughts.  

Show up on time and have a copy of the agenda on hand: If you are leading the meeting, review the agenda 

at  the start to help keep your audience focused.  

Be mindful of your body language: Slouching, looking at your phone, or nodding off are signs of disrespect 

and  disengagement and will be noticed by others in the room.  

Listen: Be θ͊με̼͊φ͔ϡΛ Ω͔ ΩφΆ͊θ ε͊ΩεΛ͊͞μ ΩεΉΉΩμ΄ 

Use your voice: DΩ͞φ ̻͊ ̮͔θ̮Ή͆ φΩ ̮͆͆ ̮ φΆΩϡͼΆφ φΩ φΆ͊ ͆Ήμ̼ϡμμΉΩ Ωθ ̮μΘ ̮ ηϡ͊μφΉΩ΄ ͦϡμφ ͊μϡθ͊ φΆ̮φ 

ϳΩϡθ comments are respectful, relevant and succinct. 

Most meetings end with the creation of concrete action plans, and tasks are assigned. Be open to taking on 

duties that match your skill set. 



  

  

   

  

  

 

  

  

 

ATTENDING A MEETING – Feedback

If you selected answers A and C, Eric replies: 

͡ΦΩϡ͞θ͊ θΉͼΆφͶ I have to take part in the meeting if I want to be an effective participant. That being said, I will make 

sure to do so in a respectful and professional way.͢ 

You score 10 points. These are the correct answers. 

If you selected B, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ ͔͛ ͛ φΆΉΘ ͛ ̼̮ ̮͆͆ μΩΡ͊φΆΉͼ φΩ φΆ͊ ͆Ήμ̼ϡμμΉΩ ϭΆϳ μΆΩϡΛ͆͞φ ͛ ͆Ω Ήφ ͰΩθ͊over, I am 

likely to be useful, as I know the subject at hand, having written the memo.͢ 

You score 0 points. 

If you selected D, Eric replies: 

͛͡͞Ρ Ωφ μΩ μϡθ͊ ̮̻Ωϡφ φΆ̮φ΄ Just because I am an intern does not mean I am useless! Plus, the best way to gain 

experience and improve my skills is through actual work.͢ 

You score 0 points. 



 

 

 

 

 

 

 

 

 

HOW YOU DID  

If you scored 80 points and more: 

Congratulations! Your performance has earned you the Professional Rhetoric badge!

With your help, Eric has learned valuable lessons regarding how to conduct professional communications,
from written and oral communications to social media. 

Remember to use the best practices seen in this module tΆθΩϡͼΆΩϡφ ϳΩϡθ ̼̮θ͊͊θ ̮μ an engineer's role often 
involves communicating information to a wide range of people.

If you scored less than 80 points: 

ΦΩϡ͞Ϭ͊ Ρ̮͆͊ ̮ ͔͊ϭ ΡΉμφ̮Θ͊μ ̮͆ ͆Ή͆ Ωφ ͼ͊φ φΆ͊ θΩ͔͊μμΉΩ̮Λ ΆΆ͊φΩθΉ̼ b̮͆ͼ͊΄ GΉϬ͊ Ήφ ̮ΩφΆ͊θ φθϳ—but this time, get

that badge! 

Assignments 

Make sure you follow up on what was discussed in this module:
 

Summarize your thesis in 25 words or less. Use clear, simple language that anyone could understand.
 

Draft three questions you would ask to start a conversation during a social event.
 

Create a meeting agenda about a project that you would like to explain to a group of business executives
 

not in your field.
 



  

 

 

 

 

  

  

 

 

 

 

 

 

 RESOURCES 

General Communication Skills 

Graduate students must learn how to communicate with a range of people, from academic peers, financial officers 

and human resource professionals to CEOs and the public. Oftentimes these individuals may not be familiar with, or 

may lack in-depth knowledge of, your particular field. You therefore need to consider what your audience knows and

what it needs to know. 

Do some θ͊μ̮͊θ̼Ά ΛΩΩΘ ϡε φΆ͊ ε͊θμΩ ϳΩϡ͞θ͊ ̮̻Ωϡφ φΩ ͊ͼ̮ͼ͊ ϭΉφΆ Ω φΆ͊Ήθ ̼ΩΡε̮ϳ ϭ̻͊μΉφ͊ Ωθ ̼Ά̼͊Θ Ωϡφ φΆ͊ bios 

of people you might encounter at a social event. 

Tailor your message based on whom you are addressing, and put yourself in the shoes of your listener. What is 

important or relevant to them? How can you craft your message to make it clear and impactful? 

Key messages: Try to distill what you want to say into three key, concise messages. Make sure that your language is 

clear and without technical jargon (for non-technical audiences). Remember, clear language does not mean 

unsophisticated. 

Oral Communication Skills 

ͷθ̮Λ ̼ΩΡΡϡΉ̼̮φΉΩμ ̮θ͊ ΉΡεΩθφ̮φ φΩ ̮ Ή͆ΉϬΉ͆ϡ̮Λ͞μ μϡ̼̼͊μμ ϭΉφΆΉ an ̮̼̮͆͊ΡΉc Ωθ ̮ ϭΩθΘ ͊ϬΉθΩΡ͊φ΄ �̮θ͊͊θ

ͼθΩϭφΆ often requires you to present your ideas, those of your team or research group, or debate during meetings.

Here are a few things to keep in mind: 

Prepare in advance for your presentations or your meetings. Do some research and take notes. 

Be mindful of your body language, and dress in a manner that makes you feel confident and professional. 

Slouching, looking at your phone, or nodding off are signs of disrespect and disengagement and will be noticed 

by others in the room. 

ΊΆΩϭ ϡε Ω φΉΡ͊΄ �ΩΡΉͼ Λ̮φ͊ μΉͼ̮Λμ ϳΩϡ ͆Ω͞φ ̼̮θ͊΄ 

When creating a visual presentation, consider: 

Preparation: Try to write the purpose in a single, meaningful sentence.  

Organization: Map it out using pen and paper or a whiteboard.  

Slides: These are used to illuminate and emphasize. They are not the presentation itself.  

Delivery: Practice, practice, practice. Know your presentation by heart.  



 

 

 

 

 

 

 

 

Written Communication Skills 

Keep in mind that written communications are normally more formal than oral or social media communications. 

Therefore, remember to:  

Be courteous:  

Always be polite in your written communications.  

Address the person in a respectful way, and use appropriate titles.  

Use a clear subject line or subheading to indicate to the reader what they can expect from your correspondence  

and help recipients better track messages.  

Proofread: 

Take time to proofread your email and check for any typos or grammatical issues. People take note of  sloppy 

correspondence.  

Be concise but complete:  

Make your point as clearly as possible and as quickly as possible.  

Keep your message focused.

θΩϬΉ͆͊ ̮ΛΛ φΆ͊ Ή͔ΩθΡ̮φΉΩ θ͊ηϡΉθ͊͆ φΩ φ̮Θ͊ ϭΆ̮φ͊Ϭ͊θ ̮̼φΉΩ ϳΩϡ͞θ͊ θ͊ηϡ͊μφΉͼ Ω͔ φΆ͊Ρ΄ 

Provide action items. 

Writing a Technical Memo 

Be clear and concise in your correspondence. 

Use precise subheadings, including an opening statement with purpose and objectives. 

Use the pyramid style of writing, i.e. get to your most important point first (summarize), then describe 

your problem, project or situation (background), facts and outcome as required. 

ΐΆ͊ ̻̮̼ΘͼθΩϡ͆ ̼ΩϬ͊θμ φΆ͊ ͡ϭΆ̮φ͢ ̮͆ ͡ϭΆΩ͢ Ω͔ ϳΩϡθ εθΩΕ̼͊φ θ͊μ̮͊θ̼Ά ͊φ̼΄ ϭΆΉΛ͊ φΆ͊ ͔̮̼φμ ̼ΩϬ͊θ ͡ϭΆϳ͢ 

͡ΆΩϭ͢ ̮͆ ͡ϭΆ̮φ΄͢ 

The memo should end with outcomes: the results or actions that should be taken. 

Keep your style consistent. When writing in the past tense, keep it in the past tense. 

Pay attention to grammar and spelling. Sloppy memos may be disregarded or be taken less seriously. 



  

 

 

 

  

 

 

   

Creating a Stellar LinkedIn Profile 

Edit your public profile to ensure it stands out.  Keep your text concise and meaningful. Add the right keywords
 

so your profile shows up in search engines.
 

A profile picture is a must. Ensure that your photo is a close-up and that you are wearing professional attire.
 

ΦΩϡ Ρ̮ϳ ̮ΛμΩ ϭ̮φ φΩ ̼ΩμΉ͆͊θ ̮͆͆Ήͼ εΉ̼φϡθ͊μ Ω͔ ϳΩϡθ ϭΩθΘ ͊ϲε͊θΉΡ͊φμ φ̼͊ΆΩΛΩͼϳ ϳΩϡ͞Ϭ͊ ̼θ̮͊φ͊͆ Ωθ ̮̼φΉΩ 

shots of you giving a speech or working in your lab, etc.
 

Turn your summary into an elevator pitch: describe your expertise or research in a succinct way.
 

Highlight your best awards and publications, and add links to some noteworthy and attractive content, such as 

slides, 3MT videos, or TEDx talks. 

Seek and highlight recommendations from advisors, mentors and other contacts. 

Making Connections on Twitter 

Twitter can be a great resource for connecting with other experts in your field, industry representatives and the
 

public.
 

Use your real name and photo, and craft a catchy bio.
 

You are what you tweet. Take care to be respectful and thoughtful in your posts and retweets.
 

Use Twitter to share behind-the-scenes content: show your followers your lab space, or take short videos of
 

your experiments. Anything visual gets way more engagement on Twitter than straight text.
 

Scope out the Twitter accounts of those you admire in your field. Check out who they follow and consider
 

following them as well.
 

Follow major grant agencies, such as NSERC, to stay on top of key deadlines and research news.
 

Interact with major science publications and journals.
 

Ask for advice from your network or for feedback on research ideas.  
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