
COMMUNICATION 
SKILLS



EMAIL ETIQUETTE

Good email etiquette is crucial for several 
reasons:

1. Professionalism: Proper email etiquette reflects your professionalism 
and attention to detail.



EMAIL ETIQUETTE

Good email etiquette is crucial for several 
reasons:

2. Clarity: Clear and concise emails reduce misunderstandings and 
improve communication efficiency.



EMAIL ETIQUETTE

Good email etiquette is crucial for several 
reasons:

3. Respect: Courteous emails foster positive relationships and 
demonstrate respect for the recipient’s time.



EMAIL ETIQUETTE

Good email etiquette is crucial for several 
reasons:

4. Efficiency: Well-structured emails save time for both the sender and the 
recipient, leading to quicker and more effective communication.



SUBJECT LINE

Your subject line is the 
first thing your 
recipient will see, so 
make it count. 

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 
Concern

Good Afternoon ….



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 I serve as the Contracts Manager at 
Swansea Construction. I 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

I 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.

I 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 Semi-Formal Informal

Sincerely, Best, Thanks, 

Best regards, Regards, Cheers, 



SIGN OFF

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



• Proofread Before Sending



• Proofread Before Sending
• Use Professional Language
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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
• 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 



COMMON 
MISTAKES • Being too Casual



COMMON 
MISTAKES • Ignoring formatting



COMMON 
MISTAKES • Forgetting Attachments



COMMON 
MISTAKES • Overuse of Emojis 



COMMON 
MISTAKES • Neglecting Follow-Up
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Step 1

Step 
2

Step 
3
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PRESENTATION 
SKILLS



PRESENTATION REFLECTION

What do you think makes a 
good presentation? 



PRESENTATION REFLECTION

What do you dislike about 
a presentation? 

What do you think makes a 
good presentation? 



PRESENTATION PREPARATION

What is the aim 
of your 

presentation?



PRESENTATION PREPARATION

What is the aim 
of your 

presentation?

Who are you 
presenting to?
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What do you 
want to include?



PRESENTATION PREPARATION

What is the aim 
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presentation?
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presenting to?

What do you 
want to include?

How long is your 
presentation?



PRESENTATION PREPARATION

What is the aim 
of your 

presentation?

Who are you 
presenting to?

What do you 
want to include?

How long is your 
presentation?

How are you 
presenting?



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

• What is essential? 



SELECTING CONTENT

• What is essential? 
• What can be left out? 



SELECTING CONTENT

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



SELECTING CONTENT

• What is essential? 
• What can be left out? 
• What is 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: 



STRUCTURING
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your audience. Think about: 
• What are your main points? 
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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? 
• In what 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? 
• In what 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:
 
• 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: 

• 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

 Use graphs and images within your 
presentation

 Remember to reference anything that is not 
your own work

 If you have any videos or photos use them

 Think about how to display your data

 Props 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

62



PREPARATION

 Prepare Only What You Can Deliver

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

63



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 I begin with a brief outline?

Do I stick to my outline? 

Do I sum up at the end? 

How good is the opening? 

How well do I finish? 

How appropriate are my audio-visual aids? 

Do I move logically from one point to the next? 

Do I give good examples to support my points?



PRESENTATION CHECKLIST

12

Ask yourself 
these 
questions 
after you 
give the 
presentation

Did I answer questions well?

Did I make eye contact with most people? 

Did everybody feel included?

What feedback did the audience give me? 



GROUP 
PRESENTATIONS 

1. Plan content and 
structure together

10



GROUP 
PRESENTATIONS 

1. Plan content and 
structure together

2. Create individual 
slides

10



GROUP 
PRESENTATIONS 

1. Plan content and 
structure together

2. Create individual 
slides

3. Bring the slides 
together

10



GROUP 
PRESENTATIONS 

1. Plan content and 
structure together

2. Create individual 
slides

3. Bring the slides 
together

4. Deliver together

10



PRACTISING TIPS

10

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



PRACTISING TIPS

10

• 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

10

• 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. 



POSTER STRUCTURE

 It should be 
clear where your 
viewer should look 
first and what 
order they should 
move through the 
rest of the poster. 



POSTER STRUCTURE

 All posters should 
include 
some pictures.



POSTER STRUCTURE

 Conclusions 
should be crystal 
clear and easy to 
find.



POSTER STRUCTURE

Remember:

REFERENCES LABELS TEXT SIZE



HOW TO GET 
PEOPLE TO LOOK 
AT YOUR POSTER



HOW TO KEEP 
PEOPLE READING



HOW TO MAKE YOUR 
POSTER LOOK 

PROFESSIONAL



POSTER EXAMPLES



POSTER EXAMPLES



POSTER EXAMPLES

10



POSTER EXAMPLES



POSTER EXAMPLES
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