COMMUNICATION
SKILLS



EMAIL ETIQUETTE




EMAIL ETIQUETTE




EMAIL ETIQUETTE




EMAIL ETIQUETTE




SUBJECT LINE

Your subject line is the

first thing your (ece =

1]
<

recipient will see, so

: To:
make it count.

Cec:

Subject: Subject lines matter!

A clear and specific -

subject line helps the
recipient understand
the purpose of your
email at a glance.




SUBJECT LINE

Poor: Update
Clear: Weekly Progress Update 05.12.2025

Poor: Drawings

Clear: Revised Drainage Drawings (Rev C) Attached

Poor: Important — Read

Clear: H&S Notification — New Site Induction Requirements from 1 March



GREETINGS

Start your email with a polite greeting.

The formality of your salutation should
match your relationship with the
recipient.




GREETINGS

Formal Semi-Formal Informal
Dear Ms .... Hi .... Hi ....
Dear Dr ... Hello All Hi Everyone

Dear Sir or Madam Good Morning, .... Hi there

To Whom It May Good Afternoon ....
Concern




INTRODUCTION

Begin your email with a brief introduction that sets the context
for your message.

If you're emailing someone for the first time, introduce yourself
and explain how you got their contact information



INTRODUCTION

Begin your email with a brief introduction that sets the context
for your message.

If you're emailing someone for the first time, introduce yourself
and explain how you got their contact information

My name is XXX XXX, and | serve as the Contracts Manager at
Swansea Construction. | am contacting you regarding the
finalisation of our subcontractor agreements.



CONTENT

The body of your email should be clear and to the point.

Use short paragraphs and bullet points to break up text and
make it easier to read.

Here are some tips for writing an effective email body:



CONTENT

The body of your email should be clear and to the point.

Use short paragraphs and bullet points to break up text and
make it easier to read.

Here are some tips for writing an effective email body:

* Be concise: Focus on the main points and avoid unnecessary
details.



CONTENT

The body of your email should be clear and to the point.

Use short paragraphs and bullet points to break up text and
make it easier to read.

Here are some tips for writing an effective email body:

- Be specific: Include all relevant information and avoid
ambiguity.



CONTENT

The body of your email should be clear and to the point.

Use short paragraphs and bullet points to break up text and
make it easier to read.

Here are some tips for writing an effective email body:

* Be polite: Use courteous language and avoid sounding
demanding or rude.



CLOSING

Conclude your email with a clear call to action.

Let the recipient know what you expect from them and provide
any relevant deadlines



CLOSING

| look forward to your response by July 21. Please let me know if
you have any questions.

Kindly review the attached proposal and share your feedback by
the end of the week.

| would appreciate it if you could confirm your availability for the
meeting by Thursday.



SIGN OFF

Select a professional closing that
matches the tone of your email.




SIGN OFF

Formal |semiFormal |mformal




SIGN OFF

Always include your full name and
contact information, especially in
professional emails.

Dr Deborah Hughes

PhD, MPhil, MSc, PGCE, BSc (Hons), FdA, MCIOB, MIHE

Assistant Academic Director (Operations),

Construction Cluster Lead, Programme Manager (Construction Management)

and Senior Lecturer

Hannah Williams

Secretary - Swansea City and West Wales Committee
Institution of Civil Engineers

ICC

Institution of Civil Engineers




* Proofread Before Sending




T, e
o n / * Proofread Before Sending
A / q * Use Professional Language

~




~ U / * Proofread Before Sending

/ * Use Professional Language
Q * Be Mindful of Tone

~




Proofread Before Sending
Use Professional Language

Be Mindful of Tone
Respond Promptly
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Use Professional Language
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Respond Promptly

Use CC and BCC

Appropriately
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Proofread Before Sending
Use Professional Language
Be Mindful of Tone
Respond Promptly

Use CC and BCC
Appropriately

Share or Send

Avoid Overuse of Reply All




Proofread Before Sending
Use Professional Language
Be Mindful of Tone
Respond Promptly

Use CC and BCC
Appropriately

Share or Send

Avoid Overuse of Reply All
Stay Organised




Proofread Before Sending
Use Professional Language
Be Mindful of Tone
Respond Promptly

Use CC and BCC
Appropriately

Share or Send

Avoid Overuse of Reply All
Stay Organised

Respect Confidentiality




IC\:IICI)SMI'XIC()EIS * Being too Casual




E/ICI)SMI'XIC()E\IS * Ignoring formatting




COMMON . |
MISTAKES Forgetting Attachments




COMMON
MISTAKES

* Overuse of Emojis @



COMMON |
MISTAKES * Neglecting Follow-Up




Draft Email

Subject: Project Stuff
Hey Mike,

| wanted to tell you that the concrete for the new building might be late. Also, the delivery schedule is kind

of messed up and we need to fix it. Can you look into it and tell me what's going on? Thanks.

e Jane



Subject: Concrete Delivery Delay — Request for Updated Schedule
Hello Mike,

My name is Jane Doe, and | am the Project Manager for the East Wing Expansion. I'm writing to inform you
that we have received notice that the concrete delivery for the new building may be delayed. This could

impact our planned pour dates for next week.

Could you please review the delivery schedule and provide an updated timeline by tomorrow afternoon? If

there are any issues that need to be escalated, please let me know.

I've added the current delivery schedule to our shared Google Drive folder so we can keep one updated

version. Here is the link for your reference:
[[Insert shared Drive link]]

Best regards,
Jane Doe
Project Manager

XYZ Construction J



Absolutely Meaningless Pie Chart
red wesga i

showing some countries and some <olour

PowerPgint.
PowerPoint.
PowerPoint.




PRESENTATION
SKILLS



PRESENTATION REFLECTION

What do you think makes a

good presentation?



PRESENTATION REFLECTION

What do you think makes a
good presentation?

What do you dislike about
a presentation?




PRESENTATION PREPARATION
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SELECTING CONTENT

When giving a presentation you will need to
condense a large amount of information into a
short time period.

You will need to prioritise information to avoid
confusing or boring the audience.



SELECTING CONTENT

e Whatis essential?



SELECTING CONTENT

e Whatis essential?
e What can be left out?



SELECTING CONTENT

What is essential?
 What can be left out?
What is supporting information?




SELECTING CONTENT

* Whatis essential?

* What can be left out?

* Whatis supporting information?
* Will handouts help?




STRUCTURING

A clear structure to your presentation will not only
provide you with a clear path to follow but also help
your audience. Think about:
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A clear structure to your presentation will not only
provide you with a clear path to follow but also help
your audience. Think about:

* What are your main points?
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A clear structure to your presentation will not only
provide you with a clear path to follow but also help
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* What are your main points?

* |nwhat order do they need to be discussed?



STRUCTURING

A clear structure to your presentation will not only

provide you with a clear path to follow but also help

your audience. Think about:

* What are your main points?

* |nwhat order do they need to be discussed?

* What secondary information should come under
each of your headings?



STRUCTURING

A clear structure to your presentation will not only

provide you with a clear path to follow but also help

your audience. Think about:

* What are your main points?

* |nwhat order do they need to be discussed?

* What secondary information should come under
each of your headings?

* How will you finish your presentation?



STRUCTURING

Either side of your main argument, remember to
write:



STRUCTURING

Either side of your main argument, remember to write:

e An introduction: This should welcome your audience,
introduce the key themes of your presentation, and the
order in which you will present them.



STRUCTURING

Either side of your main argument, remember to write:

e A conclusion: This should summarise the main points
of your presentation and perhaps introduce a final point
or question to linger in the minds of your audience



SLIDE PRESENTATION

Using PowerPoint or similar
- Use large text
- Avoid transitions
- Use only one PowerPoint slide for every 2 — 3 minutes of talk
* Don't put too much text on a slide

- Avoid animations, sound effects and flashy graphics



SLIDE PRESENTATION

I public other . Public infrastructure . Public housing [ Private industrial

. U se g ra p hs an d | ma g es w It h | N yo ur M private infrastructure [l Private commercial [l Private housing
prese ntation

£ million
120,000

100,000

* Remember to reference anything that is not

your own work I
* If you have any videos or photos use them
* Think about how to display your data

2010 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020 2021

. Pro pS Figure 1. Types of construction work, current prices, non-seasonally
adjusted, Great Britain, 2010 to 2021. Source: Office for National
Statistics - Construction statistics, Great Britain: 2021



PREPARATION

* Prepare Only What You Can Deliver



PREPARATION

* Prepare Only What You Can Deliver

* Remember It Takes Longer to Say Something
Than to Read It



DELIVERY

You'll need to think about how you are going to deliver your presentation.



DELIVERY

You'll need to think about how you are going to deliver your presentation.

* Some people memorise the whole talk, others read the entire thing from
their notes.

* A middle ground is best. Familiarise yourself with your material to the
point that you will only need structured notes to guide you.

* This saves you from forgetting what you have memorised or losing your
place in reams of text.



DELIVERY
PRACTISE, PRACTISE, PRACTISE!




DELIVERY

Be enthusiastic




DELIVERY

Body language &
posture




DELIVERY

Watch your
pace



DELIVERY

Be prepared




PRESENTATION CHECKLIST

Ask yourself
these
questions
before you
give the
presentation

Is my main argument clear?

Do | begin with a brief outline?

Do | stick to my outline?

Do | sum up at the end?

How good is the opening?

How well do | finish?

How appropriate are my audio-visual aids?

Do I move logically from one point to the next?

Do | give good examples to support my points?




PRESENTATION CHECKLIST

Askyourself g | answer questions well?
these
vestions : :
gﬁeryou Did | make eye contact with most people?
give the

presentation Did everybody feel included?

What feedback did the audience give me?




GROUP
PRESENTATIONS

1. Plan content and
structure together




GROUP
PRESENTATIONS

. Plan content and
structure together

. Create individual

slides




GROUP
PRESENTATIONS

. Plan content and
structure together

. Create individual
slides

. Bring the slides

together




GROUP
PRESENTATIONS

. Plan content and
structure together

. Create individual
slides

. Bring the slides
together

. Deliver together




PRACTISING TIPS

e Stand up to practice it as if you were actually presenting.



PRACTISING TIPS

e Stand up to practice it as if you were actually presenting.
 Make it flow by handing over to each other professionally.
“I'm now going to hand over to xxx to talk about...”

“Thank you xxx"



PRACTISING TIPS

e Stand up to practice it as if you were actually presenting.
 Make it flow by handing over to each other professionally.

* Decide where the non-speakers are going stand/sit until it is
their turn.



POSTER PRESENTATIONS

An effective poster presentation and a good oral presentation
share many qualities:

* It's important to know your audience and their needs.

* Be confident of your purpose.
* Convey your key message with impact.



POSTER PRESENTATIONS

An effective poster presentation and a good oral presentation
share many qualities:

* It's important to know your audience and their needs.
* Be confident of your purpose.

* Convey your key message with impact.

Poster presentations challenge you to communicate your research
in a different way to oral presentations or written assignments



POSTER STRUCTURE

* A clear, large
heading that you
can read from
several paces back
in the room.

The heading should be clear and interesting




POSTER STRUCTURE

* [t should be
The heading should be clear and interesting clear where your

Read me FIRST Findings should be viewer should look
It should be really obvious obvious fl I'St an d Wh at

where the reader should The reader really wants to

begin. Never let them know what you Ol’d er they ShOU | d

flounder around discovered in your

searching for the start research — make sure it is move th I’Oug h the

point. easy to home in on your

findings. rest of the poster.

...and me next

The order the reader
should look thereafter
should be quite intuitive.
Working in columns is

usuallv best. You will have to have details of your department and
y institution but this does not need to be dominant | University Logo




POSTER STRUCTURE

* All posters should
The heading should be clear and interesting include

Read me FIRST Diagrams or images are Findings should be Some plCtU reS

essential .
It should be really obvious m— obvious

where the reader should The reader really wants to

begin. Never let them - know what you
flounder around I I I I

) discovered in your
searching for the start research — make sure it is

pOIntl Whatthe chart is showing easy to home in on your

Useful

information f| nd i ngS

...and me next

The order the reader
should look thereafter
should be quite intuitive.
Working in columns is

usuallv best. You will have to have details of your department and
y institution but this does not need to be dominant | University Logo




POSTER STRUCTURE

* Conclusions
The heading should be clear and interesting should be crystal

Read me FIRST Diagrams or images are Findings should be Clear and easy tO

essential . -
It should be really obvious m— obvious fl N d

where the reader should The reader really wants to

begin. Never let them - know what you
flounder around I I I I

) discovered in your
searching for the start research — make sure it is

pOIntl Whatthe chart is showing easy to home in on your

Useful

information f| nd i ngS

...and me next

The order the reader Cernalicieme el
should look thereafter . -

should be quite intuitive. = s image s abou be super-clear
Working in columns is

usuallv best. You will have to have details of your department and
y institution but this does not need to be dominant | University Logo




POSTER STRUCTURE

Remember:

S

2 1

REFERENCES LABELS TEXT SIZE



l[|l Don't overfill the poster with information. Think of it as
I

a visual representation of your abstract not your whole
paper.

ake sure your audience can read the heading from HOW TO GET
Q) e PEOPLE TO LOOK

ATYOUR POSTER

‘ Use colours that are interesting and appealing.

1 111 Have an interesting format that makes your poster

""" stand out from the crowd (optional - this really works
but not everyone has the design experience necessary
to pull it off).




Hook your reader from the start - put something really

Interesting in the first part that they read.

(O/') Focus the message - if they could only remember one

thing, what would it be? Make sure it is prominent.

Break the information into bite-size sections. Chunking

your material means people can understand it better.

- Caption your images to make sure their point is clear.
- Use annotations too to highlight was is important or
relevant.

HOW TO KEEP
PEOPLE READING




e Use colours with plenty of contrast - your text must all be easily
readable. This is really important when your text is over images.

Text must be
readable

Text must be
readable

e Use plenty of 'white' space. This does not actually have to be

white - it just means plenty of blank areas and room between you H OW TO M A K E YO U R
o 32?521 our photographs are high resolution P O ST E R LO O K
your photograp 9 | PROFESSIONAL

e Make sure you follow the guidelines for the event (generally size
and orientation may be specified).




POSTER EXAMPLES
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POSTER EXAMPLES

investment

Supporting

425,000

jobs annually on average between 2021/22
and 2024/25

U p to

Around

£400 bn

of planned investment in the pipeline, including
over £200 billion to be invested by 2024/25

Across

sector

projects and programmes




POSTER EXAMPLES

CIC BIM Competition 2019
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POSTER EXAMPLES
Safe Manual Handling
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