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What we will learn…

• We live in a digital age where more and more communication occurs via electronic methods 
such as email or social media. 

• As with all forms of communication, it is important to consider carefully the content of your 
message being communicated and who your audience is.

• This module focuses on email as a formal communication method, as well as discussing 
aspects of digital communication that need to be considered in context of your future career.

We will focus on…
• Establishing good working relationships with your lecturers and teaching staff.

• How to communicate for success both at university and beyond.

• Understanding what the appropriate etiquette is for communicating  
to your lecturers and teaching staff via email.

• What you give, you get in return.

• Understanding the importance of professional communication  
on email and on social media.
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Activity 1
The Big Picture: Consider, Communicate, 
Connect 

Watch the Introductory Lecture on the topic Consider, Communicate, Connect: How your digital 
footprint can impact your success as a student and beyond 

• The importance of email communication at university and beyond.

• What your digital communication says about you.

• Being courteous via email

• You get back what you give

• Social media – an inescapable reality that impacts your personal and professional lives.

• How to avoid social media causing you problems.

• Be the best version of yourself

Below is the lecture content and some space to take notes while you watch the lecture.
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Lecture 4 

The Big Picture: Consider, Communicate, 
Connect 
How	your	digital	footprint	can	impact	your	success		
as	a	student	and	beyond	
•  The	importance	of	email	communication	at	university	and	beyond.	
•  What	your	digital	communication	says	about	you.	
•  Being	courteous	via	email.	
•  You	get	back	what	you	give.	
•  Social	media	–	an	inescapable	reality	that	impacts	your	personal	and	

professional	lives.	
•  How	to	avoid	social	media	causing	you	problems.	
•  Be	the	best	version	of	yourself.	

	

The importance of email communication at 
university and beyond 
•  Most	professional	careers	rely	on	email	for	communication	between	managers	and	staff,	

colleagues,	clients	and	other	stakeholders.	

•  In	many	jobs,	your	entire	workflow	is	managed	via	your	inbox.	
•  	Being	on-top	of	your	emails,	and	knowing	how	to	write	and	respond	to	emails	using	

professional	communication	techniques	is	therefore	crucial	for	professionals	of	all	kinds.	

•  University	is	no	different.	
•  Important	information	about	courses,	assessment	tasks,	schedules	and	career	information	is	

sent	to	students	via	email.	
•  If	you	don’t	check	your	emails	regularly	(at	least	once	a	day!),	you	are	bound	to	be	missing	

important	information,	putting	you	at	a	disadvantage	with	your	study.	
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What your digital communication  
says about you 
•  The	way	you	communicate	via	email	reflects	on	your	professionalism	in	the	

same	way	as	your	interpersonal	communication	does.	
•  Attention	to	detail	with	spelling	and	grammar	is	crucial,	as	is	getting	the	‘tone’	

correct.	
•  Different	audiences	require	a	different	tone	–	knowing	which	tone	to	use	when	

is	important:	
•  When	writing	to	fellow	students	or	colleagues,	a	friendly,	chatty	tone	usually	works.	
•  When	writing	to	teachers,	lecturers,	your	managers	or	bosses,	and	people	you	haven’t	met,	

a	much	more	formal	tone	is	required.	

•  The	speed	and	accuracy	of	your	response	when	asked	for	information	via	email	
also	reflects	on	your	professionalism	at	university	and	in	your	career.	

Being courteous via email 
•  Being	courteous	with	small-talk	before	launching	into	a	request	is	just	as	important	in	email	

communication	as	it	is	with	phone	or	face-to-face	communication.	

•  Would	you	walk	up	to	a	tutor	and	say:	“I	need	a	copy	of	the	lecture	slides	immediately”?	

•  Be	just	as	courteous	with	your	communication	in	an	email	as	you	would	if	you	ran	into	a	friend	at	
the	supermarket:	“I	hope	you	had	a	great	weekend.	I	am	writing	to	ask	if	you	could	please	
provide	me	with	a	copy	of	the	lecture	slides	from	this	week?	Thank	you	in	advance	for	your	help”.	

•  It	takes	more	time	to	be	courteous	than	to	send	a	direct	request,		
but	the	time	is	worth	it	when	it	comes	to	relationship	building		
and	maintaining	a	professional	profile.	

	
	

You get back what you give 
•  The	more	accurate	and	specific	you	can	be	in	your	email	communication,	the	

more	accurate	and	specific	someone	can	be	in	their	response	to	you.	
•  When	asking	for	something	via	email,	put	yourself	in	the	recipients	shoes,	and	

think	about	what	information	you	would	need	to	most	easily	fulfil	the	request.	
•  If	the	recipient	has	to	email	you	back	to	ask	for	further	details,	it	wastes	your	

time,	and	their	time.	They	might	even	choose	not	to	respond	at	all.	
•  The	more	detail	you	can	provide,	and	the	more	courteous	you	are	in	asking	for	

whatever	it	is	you	need,	the	more	likely	you	will	get	a	fast,	accurate	and	useful	
response.	
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Social media – an inescapable reality that 
impacts your personal and professional lives 
•  Almost	all	of	us	use	at	least	one	social	media	platform	to	communicate	with	our	

personal	network	of	contacts.	
•  Many	professional	careers	also	require	skills	in	social	media	communication.	

Most	small	businesses	use	social	media	to	promote	their	products	and	services,	
and	big	businesses	often	require	specialist	staff	to	manage	and	moderate	their	
accounts.	

•  No	matter	what	you	use	social	media	for,	it	is	important	to	know	how	what	you	
do	and	say	on	the	internet	can	impact	on	your	life	and	your	relationships	with	
the	people	are	you.	

How we used to think about social media 
Personal	 Professional	

How we think about social media now: 
There	is	no	such	thing	as	a	digital	profile,	an	offline	world,	a	private	you	or	a	
professional	you	because	THERE	IS	ONLY	ONE	YOU!	

[You]	
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How to avoid social media causing  
you problems 
•  Never	say	anything	on	social	media	that	you	wouldn’t	say	to	someone’s	face.		
•  Remember	there	is	no	such	think	as	anonymity	on	the	internet.	
•  Everyone	enjoys	having	fun	on	social	media,	but	if	your	idea	of	fun	is	to	upset	

other	people,	it’s	time	to	find	a	new	hobby.	
•  Free	speech	is	fine,	but	with	every	right	comes	responsibilities.		
•  Try	to	avoid	using	social	media	when	you	are	particularly	emotional	–	whether	

you	are	experiencing	anger,	sadness,	regret	or	even	looking	for	revenge.	We	
don’t	always	think	ahead	when	we	are	very	emotional.	

•  Alcohol	and	social	media	also	don’t	mix	–	always	think	of	the	consequences	of	
what	you	are	posting.	How	would	your	grandma	react	to	that	post?	

Be the best version of yourself 
•  Potential	and	current	employers	check	your	social	media	profiles	to	see	what	

type	of	person	you	are.	
•  When	they	do	find	traces	of	your	profile,	such	as	profile	photos,	these	can	be	

taken	out	of	context.	
•  It’s	best	to	consider	what	an	employer,	or	anyone,	might	find	when	they	Google	

your	name.	
•  In-jokes	and	personal	banter	can	be	communicated	via	closed	messaging	

services	such	as	Snapchat,	What’s	App,	Facebook	Messenger,	Twitter	DM	and	
SMS.	However	–	don’t	forget	anything	can	be	screen	printed	so	there	is	nothing	
that	can	be	kept	entirely	hidden	via	digital	communication.	If	in	doubt,	don’t	
say	it.	

Consider, Communicate, Connect: 
Workshop 
1.  The	Big	Picture:	Consider,	Communicate,	Connect	
2.  Be	Inspired:	How	not	to	communicate	with	teaching	staff,	and	best	practice	

email	etiquette	
3.  Finding	the	answers:	How	to	communicate	with	teaching	staff	
4.  Practicing	what	we’ve	learned:	Compose	an	email	
5.  Be	Inspired:	Your	online	life,	permanent	as	a	tattoo,	by	Juan	Enriquez	
6.  Finding	the	answers:	Your	social	media	footprint	and	your	career	
7.  Focus	on	you:	Your	social	media	audit	
8.  Talking	it	through:	Consequences	of	social	media	mistakes	
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Activity 2
Be Inspired: The dos and don’ts of email 
etiquette for students

Watch the two videos, starting with the ‘don’ts’ of emailing your teacher, and then the tips on how to 
send a professional email:

How not to send an email to your teacher: 
Video URL: https://youtu.be/zSNc8F9tqzY

How to send an email to your teacher:
Video URL: https://www.youtube.com/watch?v=NuzKN7fO8Is

https://youtu.be/zSNc8F9tqzY
https://www.youtube.com/watch%3Fv%3DNuzKN7fO8Is
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Activity 3 
Finding the answers:  
How to communicate with teaching staff

Complete the following reading and then the activity in your workbooks using the information from 
both the videos tips and the reading.

Professional email communication 
At university (and in the workplace) you will find yourself needing to communicate via email with 
your lecturer and teaching staff, and other staff members. It is important to do so in a proper, 
professional manner for a number of reasons:

• You need to introduce yourself briefly and communicate clearly so they know who you are, 
including which subject you are taking with them.

• It shows respect to the people who will be teaching you and helping you.

• Learning how to communicate in a professional manner whilst at university is essential 
practice for knowing how to communicate when you graduate and enter a career.

• Professional communication increases the chances of getting what you asked for!

When you email your lecturer or teaching staff, you should think of it as writing in a professional 
rather than social context. 

In your initial contact ensure that you address your lecturer with the correct salutation (e.g. 
Professor/Dr). Once they have responded and signed off using their first name, then it’s okay to 
communicate on a first name basis. You may be on friendly and familiar terms with your lecturer/
teaching staff, but it isn’t the same as chatting to someone on social media, so ensure all email 
communication remains professional.

Remember that you may want to ask your lecturer or teaching staff member to be a referee or assist 
you in your career in the future – another reason why your digital communication skills must be 
professional.
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When you send an email to a lecturer or teaching staff or other staff member you are sending it 
in the professional context of you as a student and them in their professional role as instructor or 
otherwise. If your email is badly spelt, overly casual and lacks punctuation or grammar it comes 
across as signalling a lack of care and attention.

 In short, it’s not a good look.

Summary of points on email communication from video:
• Use a salutation

• Include a specific subject line - class and assignment

• Keep it to the point – state *exactly* what you need help with. Be polite and summarise your 
request the best you can.

• Personal or sensitive concerns should be face to face – you can use email to make a time to 
speak to your teacher

• Be professional – avoid using ALL CAPS, slang, and "texting language"

• Sign with your full name and proofread before hitting send
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Match the email with the likely response

Here are three example emails from a student, and three responses from the teacher. Can you match 
up which response is likely to go with which student email?

Student Email Teacher Email Response (1, 2, 3?)

A

B

C

Student Email A

Subject Line: Help please!!!

this is jodi. 
I came to class yesterday but I was late & missed the information about the assignment.
can you fill me in please? i wanna start the assignment tonight so i don’t get behind.
thnx, jodi

Student Email B

Subject Line: Assignment 2 questions

Dear Dr. Harper
This is Jodi from your Business Fundamentals class on Tuesday at 4pm.
You might have noticed I arrived late to class yesterday; I’m sorry about that, I had an emergency with my 
son that I had to attend to.
Unfortunately, because I was late, I missed your summary of the second assignment and therefore have a 
few of questions which I hope you don’t mind answering over email. I have downloaded the assignment 
information from LearnOnline and have been through the instructions. It all seems fairly clear, however I was 
hoping you could tell me:
1.  For the business case study, do we have to choose a business that exists, or can we use an imaginary 

business?
2. How many references you would suggest we use in Part 1 and Part 2 to ensure we show enough 

evidence of wider research?
3.  Is there going to be a template provided for this assignment, or should we use our judgement to decide 

how it is laid out?
Apologies again for being late, and thank you in advance for your assistance.
Kind Regards
Jodi Hill

Student Email C

Subject Line: assignment

Hi Tom
I heard a rumour that there is an assignment coming up. Can you direct me to the information about the 
assignment and let me know how I can get a credit at least as my GPA needs a boost.
Just letting you know in advance I’ll be requesting an extension for this assignment. When is it due? I have a 
lot on my plate at the moment.
Thanks
Jodi
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Teacher Response 1

Hi Jodi
The assignment information is on LearnOnline under the ‘Assignment 2’ tab. Please download this 
information and go through it, and then let me know if you have any questions in class next week.
Thank you 
Tom Harper

Teacher Response 2

Hi Jodi
The assignment is due on April 25 at 5pm. All the information about the assignment is on LearnOnline, 
including the due date. Questions can be brought to me next week.
Thank you 
Tom Harper

Teacher Response 3

Hi Jodi
Here are the answers to your questions:
1.  Please use a real business for the case study.
2.  I would suggest you will need at least four references in Part 1 and six references in Part 2 to show 

credible evidence of wider research.
3.  There is no template for this assignment. Please use your own judgement – I would suggest a cover page 

and page of contents should be included.
Best of luck, please let me know if you have any other questions.
Thank you 
Tom Harper

Questions:
1. What are the key differences in the information provided in the teacher’s email response 3, 

 as compared to response 1 and 2?

2. What three things did Jodi do differently in approaching the example email B, as compared to 
the other two examples?

1.

2.

3.

3. Which of the three teacher responses seems most open to more correspondence with Jodi, and why? 
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Activity 4 
Practicing what we’ve learned:  
composing an email

We are now going to practice writing an email to your tutor. 

For this exercise, compose an email using your student email account. Imagine that you are emailing 
about the following scenario:
Your class:   BUSS 1066 - Business Communication

Assignment:   Assignment 1

Tutor’s name:   Dr Smith

Your problem:   You have done a draft of the assignment but you are struggling with question 2 as 
you don’t quite understand what it is asking you to do. You would like to meet with 
Dr Smith to discuss this question.

 Once all your emails have been sent, your tutor will bring each of your emails up on the screen to 
review.

Compare your email with this example of a suitable email for the scenario given: 

Example Email

Subject: BUSS 1066 Assignment 1

Dear Dr Smith
I hope you are well.
I am enrolled in your Business Communication class (BUSS 1066) and am writing to ask if it would be possible 
to arrange a meeting to discuss some specific questions that I have about assignment 1.
I have nearly completed the first draft of my assignment, but am confused about the second question. 
I have listened to the lecture recordings and reviewed my notes, as well as discussing the question with my 
class mates but I am still unsure what is required.
Would you be available to meet for a brief 30 minutes in order to provide some further guidance?
Yours sincerely
(Your full name)

Consider any new email etiquette practices that you may wish to adopt. Below is some space to 
write notes about anything you plan to change about your email etiquette.
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Activity 5
Be Inspired: Your online life, permanent as 
a tattoo, by Juan Enriquez

Juan Enriquez is a futurist who thinks and writes about the profound changes that genomics and 
other life sciences will bring in business, technology, politics and society.

In this TED Talk, Juan likens our social media footprint to a tattoo – a permanent part of us which will 
be here even after we are gone:
Video URL: https://www.ted.com/talks/juan_enriquez_how_to_think_about_digital_tattoos

Watch the video and then write some notes about what you would like your social media footprint 
to say about you:
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Activity 6
Finding the answers: Your social media 
footprint and your career

As a class, watch this video on the ABC news site about the influence your social media use can have 
on your career, and then read the article summarising the key ideas in the video.

Video URL: http://www.abc.net.au/news/2017-04-05/sanitising-your-social-media:-a-guide-for-job-
hunters/8413856

Sanitising your social media: A guide for job hunters
by Margot O'Neill and Brigid Andersen

Published: 6 Apr 2017 by ABC News at http://www.abc.net.au/news/2017-04-05/sanitising-your-
social-media:-a-guide-for-job-hunters/8413856

Sending out a Donald Trump-style stream of consciousness on Twitter while you're looking for a job 
could find you joining the long-term unemployed.

A US survey last year found more than half of managers have decided not to hire based on an 
applicant's online profile, and in Australia the task of social media vetting can now even be 
outsourced.

A start-up called The Social Index will analyse and report back on the applicant's online persona.

Company spokeswoman Fiona McLean said the analysis is done with the applicant's consent and it 
helps determine how they'll fit in an organisation.

"When people are putting online things that are racist or forms of bullying, that can be a problem 
because that translates quite easily into the workplace," she said.

The top turn-offs:

They're pretty obvious — inappropriate photos or videos; posts related to drinking or drugs; 
discriminatory or abusive comments; bad-mouthing previous employers or colleagues; and poor 
communication skills, including spelling.

The US survey found that many employers were also checking up on current employees, with about 
25 per cent of those who do check finding a reason to reprimand or fire an employee.

Ms McLean said it was nearly impossible to keep your online life separate from your professional life.

"We have candidates say 'well my Facebook is for private use' and then they've said 'but all my work 
colleagues and my boss are on there' and I think means you've merged the two," she said.
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So what about those party photos?

"I think everyone's had awkward moments and that's pretty easy to rectify. What we look for is how 
things evolve over time," Ms McLean said.

"So if you're out every night when you're 18 but you're still doing that 12 years later, we'd want to 
know what's evolved for you."

The legal rights of workers and employers in this area are still emerging.

Australian workers are protected against discrimination based on religious and political views, sexual 
preference, gender and race.

What if the company's anti-gay marriage?

And you're pro-gay marriage? Or how about if your new company relies on federal government 
contracts and you oppose their treatment of refugees?

"I think that would drive a conversation to understand how that view would fit in with the 
organisation," Ms McLean said.

"It's not that it matters that there are different views, that's always been an important part of the 
Australian workplace.

"It's how you handle that conversation online and there are times when a candidate might find 
themselves not selected for a role because the company feels their brand would be at risk."

Reporter Scott McIntyre lost his job at SBS after a series of tweets attacking the ANZAC legacy. His 
discrimination suit was settled out of court.

Is it time for an audit?

Ms McLean urged people to regularly audit and edit their social media presence.

CryptoAUSTRALIA, which is part of a worldwide movement teaching about privacy on the internet, 
runs free forums on how to sanitise your social media.

"We have found the sessions are fully booked so we have to repeat them," said Gabor Szathmari, 
from CryptoAUSTRALIA.

There are three, somewhat limited options for cleansing your online profile: locking down extreme 
privacy settings; going back through posts and deleting anything compromising or embarrassing; or 
"nuking" your social media presence entirely.

And that may count against you. The US employer survey showed that 40 per cent of hiring managers 
were less likely to interview a candidate if they had no social media presence.

Ms McLean said an active and positive online profile is a bonus for employers especially if a candidate 
is well connected in relevant industries.
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"We're looking at how you're able to create action and engagement in your network. That's a good 
indication of being a team player or a good leader or both," she said.

Social media sanitisation strategy

FORTRESS

Lock down extreme privacy settings to limit posts only to select family and friends.

SEARCH AND DESTROY

Trawl through your timeline and posts and delete anything embarrassing or inappropriate.

NUKE IT ALL

Delete your social media presence completely. 

A word of warning: Third party platforms like Google, ad companies and your friends' social media 
may still show your posts.

Information provided by CryptoAUSTRALIA.

Tips for being a good digital citizen

• Delete inappropriate comments, photos, videos and posts as well as abusive or discriminatory 
language

• Do not bad mouth your old boss or former colleagues

• Follow or friend relevant industry and career network sites and individuals; network quality 
beat quantity

• Get a professional photo

• Be careful when liking, retweeting or sharing other people's posts as you may be asked why 
you agreed with them

• Check your spelling and grammar as clear communication skills will be assessed

• Stay authentic and positive; show case your awards, volunteer work, team sports, hobbies 
and experiences

Information provided by Fiona McLean from The Social Index.

When you are finished the reading, discuss the following questions amongst your class:
1. Is there such a thing as a totally private social media profile?

2. Why is it difficult to keep your personal and professional lives separate on social media?

3. How comfortable would you be for a potential employer to see your social media profile? 
(Facebook, Instagram, Twitter etc).
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Activity 7
Focus on you: Your social media audit

Imagine you have applied for a job and the hiring manager decides to check your social media 
presence by Googling your name:

1.  What will the hiring manager find when they Google your name?

2.  What if they do a Google image search with your name?

3.  Are you satisfied with the security settings on your social media accounts?

If you are not, here is a link to information about how to make your sites more private than they are 
now:
https://www.gizmodo.com.au/2017/04/how-to-make-your-social-media-accounts-as-private-as-
possible/

https://www.gizmodo.com.au/2017/04/how-to-make-your-social-media-accounts-as-private-as-possible/
https://www.gizmodo.com.au/2017/04/how-to-make-your-social-media-accounts-as-private-as-possible/
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Activity 8
Talking it through: Consequences of 
social media mistakes

As a class, read out the below five examples of people who were fired after using Facebook. Source: 
http://people.com/celebrity/employees-who-were-fired-because-of-social-media-posts/

1 “A former colleague of mine posted about how he was going to use up all his sick leave then quit. 
He posted it at 9 a.m., and was told he didn’t have a job at 11 a.m.”

2 “I work in a hospital and there was a police shooting in my area a couple of years ago. Multiple 
officers were brought into our ER. One officer was DOA and a number of idiot hospital employees 
posted condolences on their Facebook pages with the name of the officer before the family was 
officially informed. Seven or eight employees were rightfully fired for that one.”

3 “A prospective employee at the company I work for had just passed his interview, and was told 
that all he needs to do is pass a drug test and a physical and he would start on Monday. Someone 
found the new hire on Facebook and the guy had just posted 20 minutes after the interview, ‘S—! 
Anyone know how to pass a drug test in 24 hours?!'”

4 “Guy at my company got sacked for putting a Facebook status along the lines of ‘f-ng immigrants, 
I hate them’ not realizing both his bosses (also owners of the company) were second generation 
immigrants from India. They started the company from scratch and now employ 30 people. They 
pay for full gym membership, healthcare, and generous pension for all the staff, which he had to 
say goodbye to when he was fired.”

5 “A girl I know was a nurse at a hospital and got fired for posting things on Facebook such as: 
‘Soooooo sleepy here in the ICU. Will someone please code and give me something exciting to 
do? #isthatbad?’ and a lot of racist things. The dumbest part about it was she was TAGGING the 
hospital she worked at in her posts”

For each example, discuss the mistake/s the person made that led to them being fired.

What are the key lessons to be learned from these mistakes?

Here is some space for notes about what you learned in this activity:
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Bringing it all together
• Your digital communication reflects on you in exactly the same way as all your communication 

does:

– Email is an important communication tool at university and in your career.

– Taking the time to write a professional email is worth the effort as each email you send 
reflects on you and the information you receive in return.

– Your social media profile can never be entirely private. Keep this in mind when using social 
media – you don’t want something you say online to hurt you in the future.
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If you need help…

If this workshop has brought up any difficult emotions or feeling of distress which you feel you would 
like to speak to someone about, please talk to your tutor and access your university’s support 
services, which are there to help.

Other useful contacts:

Lifeline 

For distress or other mental health issues.

Telephone: 13 11 14 
24 hours, 7 days 
www.lifeline.org.au

Kids Helpline

Telephone, web and email counselling for students up to 25 years old.

Telephone: 1800 551 800 
24 hours, 7 days 
www.kidshelpline.com.au/teens/
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